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CHAPTER  I 


STATEMENT  OF  THE  PROBLEM  AND 
DEFINITION  OF  TERMS 

The  purpose  of  this  service  paper  is  to  prepare  a 
series  of  applied  typewriting  clerical  assignments  for 
bookkeeping  and  accounting  majors  in  a business  college. 

This  study  will  attempt  to  organize  for  classroom 
purposes  such  typewriting  duties  that  graduates  of  a 
business  college  are  likely  to  experience  in  their 
initial  positions.  It  will  endeavor  to  develop  within 
the  students  through  the  use  of  these  assignments  a 
sense  of  values  in  time-  and  effort-consumption  necessary 
in  job  performance.  At  the  same  time,  it  will  undertake 
to  impress  upon  the  students  the  relative  importance  of 
proficiency  in  the  execution  of  the  "minor"  clerical 
duties  to  the  success  of  the  entire  office  work. 

For  purposes  of  general  clarity,  the  following 
terms  used  through  this  study  are  defined.  Unless  other- 
wise stated,  all  definitions  are  found  in  the  Dictionary 
of  Education  . 
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Good,  Carter  V.,  Dictionary  of  Education;  New  York; 
McGraw-Hill  Book  Company,  Inc.;  1945 
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Accountant  One  who  is  qualified  through 

training  and  experience  to 
plan  and  direct  the  keeping 
of  financial  records  and  to 
summarize,  analyze,  and  in- 
terpret the  results* 

1 

Bookkeeper  One  who  keeps  a systematic 

record  of  business  transactions 
and  prepares  financial  state- 
ments* 


Business  College 


Clerical  Work 


Clerk,  General 


A privately  owned  educational 
institution  offering  courses 
(varying  in  length  from  a few 
months  to  four  years)  in  prepa- 
ration for  technical  business 
occupations,  such  as  stenography 
and  bookkeeping;  rarely  empowered 
to  grant  degrees. 

Office  work  performed  by  a 
clerk,  especially  that  pertain- 
ing to  written  records  includ- 
ing the  filling  out  of  office 
forms,  the  keeping  of  accounts, 
the  compilation  of  statistics, 
and  correspondence;  syn.  office 
work. 

As  used  in  business  education, 
the  designation  of  one  of  a 
large  group  of  office  workers 
who  are  not  employed  in  the 
more  clearly  defined  occupa- 
tions, such  as,  stenography, 
bookkeeping,  or  accounting, 
but  who  do  a variety  of  office 
tasks,  including  the  prepara- 
tion of  office  forms  and 
statistics  and  the  operation 
of  various  office  appliances* 


1 

Based  on  Good's  definition  of  Bookkeeping:  " ♦ • « 
the  act  or  process  of  keeping  a systematic  record 
of  business  transactions  and  preparing  financial 
statements." 
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Course 


Organized  subject  matter  in 
which  instruction  is  offered 
within  a given  period  of  time 
and  for  which  credit  toward 
graduation  or  certification  is 
usually  offered. 

Major  (field  of  study)  A principal  subject  of  study 

in  one  department  or  field  of 
learning,  in  which  a student 
is  required  or  elects  to  take 
a specific  number  of  courses 
for  which  he  will  receive  a 
diploma  or  degree. 

A subject  of  study  in  one  de- 
partment or  broad  field  of 
learning  in  which  the  student 
is  required  or  elects  to  take 
a specified  number  of  courses 
or  hours,  fewer  than  required 
for  a major  field;  implies 
less  intensive  concentration 
than  in  the  major  field. 

One  who  is  admitted  to  Clerical 
Typewriting  Assignments  Course 
as  a result  of  having  completed 
the  pre-requisites  of  a formal 
typewriting  class  (30  words  per 
minute,  5 minutes,  1 error). 


Minor  (field  of  study) 


1 

Student 


Setting  of  the  Problem.  This  service  paper  was 
prepared  to  fill  the  needs  of  a private  business  school, 
referred  to  as  "X"  School,  of  Boston,  Massachusetts.  This 
school  specializes  in  the  training  of  stenographers  and 
bookkeepers-accountants . It  has  an  approximate  annual 
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Writer* s definition 
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enrollment  of  600  students  with  150  graduating  in  the 
bookkeeping  and  accounting  curricula*  Students  are  ad- 
mitted every  fourth  Monday  and  progress  on  the  individual 
basis  system  in  bookkeeping  and  typewriting.  In  other 
subjects,  they  progress  as  a class  with  individual  dif- 
ferences considered  as  after-class-time  responsibilities 


of  the  teacher. 

Eighty  per  cent  of  the  graduates  of  the  bookkeeping 


and  accounting  curricula  are  placed  primarily  in 

1 


Metropolitan  Boston  , which  includes: 


Allston 

Arlington 

Belmont 

Boston 

Braintree 

Brighton 

Brookline 

Cambridge 

Chelsea 

Dorchester 

East  Boston 


Everett 

Hyde  Park 

Malden 

Medford 

Melrose 

Milton 

Needham 

Newton 

Newton  Lower  Falls 
Newton  Upper  Falls 
Quincy 


Revere 

Roxbury 

Somerville 

South  Boston 

Stoneham 

Waltham 

Watertown 

Wellesley 

West  Roxbury 

Weymouth 

Winthrop 


Specifically,  the  objectives  of  this  paper  are: 

1.  To  give  training  under  simulated 
office  conditions  to  business  col- 
lege students  in  the  use  of  the 
typewriter  in  the  performing  of 
the  many  clerical  duties  of  an 
employee  in  his  initial  position. 
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From  the  permanent  master-card  file  of  "X”  School. 
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. To  develop  a specific  course 
whereby  students  may  be  admit- 
ted upon  completion  of  the 
formal  course  in  typewriting. 

3.  To  develop  within  the  students 
an  appreciation  of  the  neces- 
sity of  the  so-called  simple 
clerical  duties  to  the  efficient 
operation  of  an  office. 

4.  To  give  students  training  in  the 
performance  of  the  numerous 
"odds-and-ends"  in  an  office  to 
enhance  their  promotional  pos- 
sibilities. 

5.  To  develop  in  those  students  who 
secure  an  initial  straight  book- 
keeping or  accounting  position 
an  appreciation  for  the  efforts 
of  those  in  a clerical  capacity. 


In  spite  of  the  recognized  saving  of  time  and  effort 
in  the  use  of  the  typewriter,  there  appears  to  be  a gen- 
eral reluctance  on  the  part  of  students  majoring  in  book- 
keeping in  utilizing  the  machine  to  its  fullest  extent. 
This  apparently  is  due  to  the  importance  attached  to 
such  words  as  "Accountant"  and  "Bookkeeper"  in  contrast 
to  such  words  as  "Clerk,"  "Typist,"  or  "Clerk-Typist." 
Students  should  be  impressed  with  the  fact  that  utiliza- 
tion of  machines  in  the  fulfillment  of  duties  regardless 
of  title  or  rank  of  position  does  not  lower  the  prestige 
of  that  position.  Contrary  to  such  is  the  fact  that 


' .:joo  *■  I ' ■ io  v t o’:  . 

- ; •'  - ■ J not r vl  ' •>'  - 

on  t tc  noli  Me  too  noq  j tst 

. i ■ ' . - . 

■.  J / - vc  '•  . • 

. J ' • > i. 

: - ...  iO  v j i : 

■)  • i c o~  iiOtsb  X;ioi*i9lo 

. • o o r. 

. ni  C.  .i'l,  . :•  $■-.  3V  /.  o 

;.f;  a jf:;T  n co  're  sc  noimc  'no.; 

Co  ©oiV'-.c  n:  ;>  ‘ "eon  - . -j  obo" 

- • ...  .:  - 1*  :v  n:o-2  - i ■:  J Jf, 

. 8 J:  .•  il  1 • ‘ s 

C .£  c V.  " O 

-ic'c  • ' -n.ta  foi  A M.‘:  3 ©-i.joes 

. i c.  , I J ~ ' ' i -•  ■>' 

■/  •'  t ,.t  -j  :-'i  :!(.  :. : . £ : r . 

. : ••  r • c -If  : 1 n . 

...  i ' ' ' 

t ' 

' . i ; ■ 

' ' 

oqml  ..' 

' * ' . « ! ' 

-BSiXiJw  ii  ■ saea’iqiajt  ©c f Maoris  sJi. 

BasUcsgai  &&tJub  tc  fasafll tlclfft  eris  ni  ssniriosn  to  aol* 
s r;  cl  ton  Sdo£>  noitisoq  to  *(ns  t to  sltit  to 

* 


6 


competent  use  of  office  appliances,  including  the  type- 
writer, provides  for  increased  production  and  efficiency. 

The  phenomenal  growth  from  281,524  in  1922  to  an 

1 

estimated  1,118,538  in  1940  student  enrollment  in  high 
school  typewriting  has  naturally  had  its  effect  on  the 

number  of  students  entering  business  college  with  train- 

2 

ing  in  typewriting.  Meehan  says: 

Typewriting,  with  an  absolute  minimum 
of  moral  support  from  business  educa- 
tors and  none  of  the  financial 
assistance  given  to  vocational  and 
distributive  education,  remains  the 
most  popular  of  all  business  subjects. 

This  hardy,  perennial,  the  most 
abused  of  all  the  so-called  skill  sub- 
jects, is  diligently  pursued  by  ap- 
proximately 2,500,000  students  each 
year. 

Students  entering  business  college  with  previous 
training  in  typewriting  soon  become  discontent  to  remain 
in  the  typewriting  department  (as  such)  for  any  length 
of  time;  in  fact.  Just  long  enough  to  convince  the  in- 
structor that  they  know  how  to  operate  the  machine  at 
the  minimum  requirement  of  30  words  per  minute,  the  speed 


1 

Strong,  Earl  P.,  The  Organization.  Administration, 
and  Supervision  of  Business  Education;  Gregg  Pub- 
lishing Company;  1944;  p.  44,  Table  II. 

2 

Meehan,  James  R.,  Trends  in  the  Teaching  of  Typewrit 
ing;  Business  Education  World,  June,  1947;  p.  577 
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requirement  for  bookkeeping-accounting  majors  of  "X" 

School.  Job  competency  cannot  be  questioned  in  the  type- 
writing department  without  unfavorable  psychological 
repercussions.  Recognition  of  basic  typewriting  ability 
for  these  students  must  be  given.  To  provide  for  such 
recognition,  however,  presents  the  problem  of  preparing 
a course  above  the  level  of  high  school  typewriting  for 
those  students  who  have  had  instruction  in  high  school; 
and,  at  the  same  time,  preparing  a course  that  will  not 
be  too  difficult  for  those  students  who  have  had  only 
the  preliminary  instructions  in  "X"  School. 

Too  frequently  office  supervisors  criticize  schools 
on  their  inability  to  produce  graduates  who  can  not  do 
the  simplest  clerical  duties.  Whether  or  not  such  com- 
plaints are  justified  is  not  within  the  scope  of  this 
paper,  but  they  do  represent  a problem  for  the  school 
administrators.  Probably  these  office  supervisors  were 
fortunate  in  by-passing  these  "simplest  clerical  duties" 
in  their  initial  positions,  or  if  they  were  not  so 
fortunate,  have  forgotten  how  time-  and  effort-consuming 
these  duties  can  be.  Students  must  be  made  acquainted 
with  the  value  of  these  duties,  their  importance,  and 
the  time  and  effort  necessary  for  their  proper  perform- 
ance. Actual  performance,  even  under  classroom  conditions, 
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makes  the  best  impression.  The  students  must  be  trained 
to  respect  even  the  smallest  bit  of  work  well  done  by 
others  when  it  contributes  to  the  success  of  "the  whole." 
They  must  be  made  conscious  of  the  fact  that  prospective 
candidates  for  more  responsible  positions  are  selected 
from  those  employees  who  execute  delegated  responsibili ti 
with  a high  degree  of  proficiency. 

Common  to  almost  any  type  of  business  are  duties  and 
business  forms  of  a general  nature.  These  duties  gen- 
erally evolve  around  the  preparation  of  such  business 
papers  as  letters,  checks,  telegrams,  orders,  invoices, 
etc.,  and  compiling  data  from  files  and  reference  books. 

A business  concern  is  justified  in  refusing  to  provide 
the  time  and  effort  to  train  employees  in  these  obvious 
basic  duties.  That  responsibility  is  that  of  the  school. 

However,  the  success  of  good  training  is  measured 
not  only  in  initial  job  placement,  but  in  advancement. 
Other  factors  (personality,  health,  working  conditions, 
etc.)  being  equal,  success  in  executing  initial  duties 
or  respecting  the  work  of  fellow  employees  in  a position 
are  generally  recognized  by  the  assignment  of  additional 
responsibilities.  A background  of  experience  and  knowl- 
edge in  clerical  practice  gives  an  employee  greater 
promotional  possibilities. 
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This  study  is  concerned  with  the  question,  "What 
should  be  taught  in  clerical  typewriting?"  It  will 
attempt  to  show  why  typewriting  is  a basic  "tool"  course 
for  accounting-bookkeeping  majors  and  also  show  through 
problem  material  the  application  of  typewriting  to  the 
fulfillment  of  numerous  clerical  tasks* 
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CHAPTER  II 


PREVIOUS  WORK  IN  THE  FIELD 

Few  graduates  of  a business  college  acquire  initial 

positions  where  their  efforts  are  primarily  employed 

1 

in  bookkeeping  and  accounting  . Beginning  opportunities 
in  bookkeeping  and  accounting  have  declined.  A difference 
in  terminology  partially  accounts  for  this  decrease  be- 
cause in  recent  practice,  clerks  perform  many  activities 
which  were  formerly  considered  as  bookkeeping  operations. 
As  a result,  there  is  an  increasing  need  for  more  general 
training  in  clerical  practices  to  fit  graduates  for  their 
initial  positions. 

More  clearly  defined  office  tasks  as  a result  of 
the  recent  war  and  the  change  from  an  "employees*  market" 
to  an  "employers*  market"  have  also  contributed  much  to 
the  present  trend.  Employees  today  must  begin  at  the 
bottom  of  the  ladder  and  work  up. 

However,  it  appears  that  typewriting  has  not  become 
a victim  of  this  scientific  job  classification  purge. 
Research  proves  quite  the  opposite.  A review  of  an  office 


1 

Chandler,  Douglas  Alton,  A Follow-Up  Study  of  the 
Business  Administration  Graduates  of  Blank  College; 
Master's  Thesis,  Boston  University,  1940;  p.  22. 
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employee’s  day  will  show  that  sometime  or  other  during 

the  day  he  has  probably  had  some  use  for  the  typewriter* 

1 

Stockman's  study  of  427  employees  with  less  than 
one  year's  experience  showed  that: 

405  used  Office  Machines,  including  the 
typewriter,  of  which  252  reported  the 
use  thereof  as  a major  activity* 

366  performed  Typewriting  Activities  of 
which  245  reported  the  use  thereof  as 
a major  activity. 

In  the  same  study,  Stockman  revealed  that  of  66  common 
office  activities  performed  by  20  per  cent  or  more  of  all 
office  workers,  19,  or  19.7  per  cent,  mentioned  the 
specific  use  of  the  typewriter  in  performance. 

In  the  United  Business  Education  Association  Forum 
of  May,  1947,  the  Joint  Education  Committee  of  the 
Seattle  Chapter  of  National  Office  Management  Association 
reported  that  of  a total  of  13,145  beginning  clerical 
office  workers,  based  on  the  declaration  of  161  repre- 
sentative companies  in  the  survey,  2,869  were  General 
Clerks  and  1,637  Clerk  Typists.  These  two  categories  led 
a list  of  19.  Although  the  term  "General  Clerks"  is 


1 

Stockman,  Edgar  R.,  Office  Activities  Demanded  of 
Beginning  Employees;  The  Journal  of  Business  Educa- 
tion, January,  1947;  p.  24. 
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vague,  it  is  reasonable  to  assume  that  typewriting  made 

up  at  least  a portion  of  the  work  of  the  employees. 

1 

A similar  study  was  made  by  Miller  in  his  occupa- 
tional survey  of  the  city  of  Albert  Lea,  Minnesota.  In 
208  businesses  and  offices,  there  were  355  typewriters, 
first  in  a total  of  851  machines  listed.  To  the  ques- 
tion, "Instructions  in  the  use  of  which  machines  listed 
below  would  be  of  value  to  applicants  for  positions  in 
your  office  or  business?,"  161  of  the  208  businesses  and 
offices  listed  typewriters  first  in  a list  of  9 machines. 

This  nation-wide  trend  for  the  increased  use  of  the 
typewriter  is  further  evidenced  by  a glance  at  the  em- 
ployment statistics  for  a large  eastern  city.  Such  a 
glance  reveals  that  2.4  per  cent  of  male  office  workers 
and  37  per  cent  of  female  office  workers  are  stenographers 
about  20  per  cent  of  each  are  bookkeeping;  72  per  cent  of 

male  and  39  per  cent  of  female  are  clerks;  the  others  fill 

2 

miscellaneous  office  positions  . 


1 

Miller,  Bryon  M.,  Does  the  High  School  Commercial 
Department  Meet  the  Needs  of  Your  Local  Community?; 
The  Balance  Sheet,  April,  194i;  pp.  340-1. 
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Mumford,  George  E.,  The  Growing  Need  for  Clerical 
Practice ; United  Business  Education  Association 
Forum,  May,  1948;  p.  17. 
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There  is  no  question  of  the  need  of  the  typewriter 

for  the  stenographer,  and  there  is  great  likelihood  that 

the  large  percentage  of  "clerks"  have  need  for  the 

machine  in  fulfilling  their  job  assignments. 

1 

Liles  in  one  of  his  most  recent  articles  confirms 
this  in  saying: 

In  probably  the  most  reliable  research 
study  to  date  involving  job  analysis 
of  clerical  workers,  Miss  Potter 
(Thelma  M.,  "An  Analysis  of  the  Work 
of  General  Clerical  Employees," 

Teachers  College,  Columbia  University, 
Contributions  to  Education  No.  903, 

New  York;  1944)  found  the  following 
duties  or  skills  were  required  of 
clerical  employees:  typewriting — 
forms,  straight  copy,  envelopes,  bill- 
ing, rough  drafts,  dictation  to  the 
machine,  cards,  and  tabulations  • • • 

In  a study  of  graduates  of  Blank  College,  Boston, 
the  same  type  and  size  of  school  as  "X"  School,  Chandler 
selected  two  groups  of  graduates  to  determine,  among 
other  things,  the  most  valuable  courses  as  media  for 
preparation  for  direct  job  duties. 


1 

Liles,  Parker,  Objectives  of  the  General  Clerical 
Curriculum;  United  business  Education  Association 
Forum,  April,  1947;  p.  19. 


2 

Chandler,  Douglas  Alton,  A Follow-Up  Study  of  the 
Business  Administration~~Graduates  of  Blank  College; 
Master* s Thesis,  Boston  University,  1940. 
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Group  I consisted  of  the  Classes  of  1929,  1930, 

1931;  Group  II  consisted  of  the  Classes  of  1927,  1938, 
1939,  These  groups  were  chosen  for  two  reasons:  first, 

the  graduates  in  Group  I have  been  out  in  business  for 
a period  of  nine  to  eleven  years  and,  consequently, 
there  is  an  opportunity  for  valuable  contrast  between 
these  men  and  those  making  up  Group  II  who  have  been  out 
one  to  three  years;  second,  all  the  graduates  in  both 
groups  are  known  to  the  writer,  and  it  was  felt  that  a 
personal  appeal  would  draw  a high  percentage  of  responses. 

The  courses  which  were  most  valuable  as  media  for 

preparation  for  direct  job  duties  were: 

Business  Mathematics 

Accounting 

Typewriting 

Correspondence 

English 

Salesmanship 

All  the  other  courses  were  given  many  votes  by  the 
graduates,  but  the  six  given  above  lead  the  list. 

There  were  some  changes  in  relative  position  between 
the  two  groups  of  respondents.  Accounting,  which  was 
first  in  importance  to  the  men  in  Group  I,  dropped  to 
third  place  in  the  opinion  of  the  men  in  Group  II.  Type- 
writing ranked  fifth  by  the  men  in  Group  I moved  into 
second  place  when  the  votes  of  Group  II  were  tabulated. 
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Since  typewriting  was  to  play  an  important  role  in 
this  course  of  study,  it  was  felt  necessary  to  review  at 
least  three  of  the  outstanding  texts  on  the  market  and 
at  least  two  other  publications  that  stressed  or  could 
be  used  for  stressing  typewriting  as  a foundation  for 
the  course. 

For  purposes  of  clarity,  the  texts  are  designated 
as  A,  B,  £,  D,  and  £. 

TEXT  A 

This  series  of  integrated  typing  jobs  is  designed 
for  students  who  have  a gross  copying  speed  of  40  or 
more  words  a minute  for  5-  or  10-minute  intervals  and 
who  have  mastered  the  use  of  the  typewriter  as  a writing 
tool  to  the  point  where  they  can  type  with  their  atten- 
tion fixed  mainly  on  the  thought  content  of  what  they  are 
writing. 

In  this  integrated  office  project,  consisting  of  75 
assignments,  the  typist  works  in  the  Chicago  office  of  a 
hypothetical  International  Supply  Company,  Inc.,  later 
winning  a promotion  to  its  New  York  office.  The  student 
works  for  the  Chicago  branch  manager,  for  the  manager  of 
the  Business  Office,  for  the  Personnel,  Maintenance,  Ad- 
vertising, Automobile,  Book  & Magazine,  Women  & Girls, 
Music,  and  Fuel  Departments;  and  for  the  assistant  managers 
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of  the  Accounting  & Billing,  Records,  and  Receiving  & 
Shipping  Departments.  In  the  New  York  office,  the  typist 
works  for  the  secretary  of  the  company. 

The  project  attempts  to  clarify  the  why  for  and  the 
relative  importance  of  each  typed  paper.  The  student,  de- 
pending upon  the  teacher's  ability,  can  be  trained  in  the 
procedures  for  handling  each  paper  and  its  routing  through 
the  organization,  to  customers,  and  suppliers. 

TEXT  B 

This  series  of  typing  projects  is  designed  for  the 
second  semester  of  a one-year  course.  The  student  is 
led  through  an  in-service  training  program  similar  to 
the  orientation  training  given  new  employees  by  many 
concerns.  He  spends  at  least  a week  (or  unit)  in  each 
of  thirteen  departments  of  a typical  business  firm. 

These  thirteen  departments  are:  Typing  Pool,  Duplicating, 

Purchasing,  Sales,  Advertising,  Credit,  Billing,  Statistical, 
Treasurer,  Traffic,  Legal,  General  Manager,  and  Personnel. 

In  each  office  he  '’works"  for  the  executive  who  heads 
that  department,  typing  the  correspondence  and  other  jobs 
required  by  the  function  of  the  department.  In  this  man- 
ner, he  learns  how  to  do  a great  variety  of  production 
jobs;  and  he  learns  quickly  because  they  are  in  their 
natural  business  setting. 
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There  is  a diversity  of  activities.  The  learning 
of  a technique  is  not  limited  to  a presentation  from  one 
aspect  only.  Instead,  each  phase  is  developed  in  the 
work  of  the  department  that  uses  it. 

TEXT  C 

This  series  of  typing  assignments  is  Parts  III  and 
IV  of  a two-year  typewriting  course.  The  work  is  planned 
to  give  competency  in  office  typing  with  major  emphasis 
on  building  high  production  skill  in  typing  office  forms. 
It  is  planned  for  those  students  who  have  acquired  a min- 
imum of  45  net  words  per  minute  on  10-minute  writings. 

Block  XIV  includes  forms  typical  of  those  found  in 
many  offices — telegrams,  index  cards,  postal  cards, 
form  paragraphs  for  letters,  invoices,  and  shipping  forms. 

Block  XV  strives  for  an  improvement  of  typing  power. 

Block  XVI  teaches  the  procedures  for  making  multiple 
copies  with  the  stencil  and  carbon  paper. 

Block  XVII  teaches  Interoffice  Correspondence  and 
Report  Writing. 

Block  XVIII  provides  experience  in  handling  tabulated 
reports.  The  student’s  ability  to  organize  work  carefully 
and  to  prepare  copy  neatly  and  accurately  is  tested. 
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Block  XIX  provides  practice  designed  to  maintain 
or  improve  typewriting  techniques  in  developing  speed 
and  typing  for  control. 

Block  XX  is  made  up  of  letters  to  be  arranged. 

Block  XXI  includes  materials  for  typing  for  control. 

Block  XXII  affords  training  in  the  preparation  and 
typing  of  Legal  Papers. 

Block  XXIII  provides  material  for  speed  development 
and  typing  for  control. 

Block  XXIV  provides  materials  similar  to  test  ma- 
terials used  by  employment  managers  as  well  as  materials 
similar  to  that  used  in  civil  service  examinations* 

TEXT  D 

This  text  provides  students  with  an  opportunity  to 
develop  skill  and  accuracy  in  the  preparation  of  numerous 
business  papers. 

The  text  is  divided  into  33  Units,  each  dealing  with 
a specific  business  paper.  Each  unit  is  made  up  of  three 
parts : 

(1)  A brief  explanation  of  the  purpose 
and  use  of  the  form; 

(2)  An  illustration  of  the  form  properly 
prepared; 

(3)  Problems  requiring  the  preparation 

of  the  form  discussed  and  illustrated. 
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In  addition,  there  are  10  Arithmetic  Practice  Sheets 
spread  throughout  the  book*  The  problems  on  these  Practice 
Sheets  are  related  to  the  problem  work  involved  in  pre- 
paring the  forms* 

TEXT  E 

In  this  text  there  is  an  attempt  to  teach  the 
student  about  business  papers,  practice,  and  procedure 
through  actual  work  consisting  of  a series  of  related 
business  situations.  There  are  30  assignments  in  the 
course  covering  many  of  the  most  common  papers,  tabula- 
tions, and  general  office  duties.  The  student  is  employed 
as  a typist  in  the  office  of  a hypothetical  concern,  and 
the  instructions  are  given  in  the  conversational  style 
in  which  the  office  supervisor  or  manager  gives  instruc- 
tions to  typists. 
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CHAPTER  III 


PROCEDURE  FOR  ORGANIZING  PROBLEM  MATERIAL  FOR  THE  COURSE 


In  order  to  establish  and  administer  a program  of 
experiences  to  meet  the  needs  of  the  pupils,  it  was  neces- 
sary first  to  determine  those  needs,  and  then  to  justify 
the  selection  of  teaching  material  to  meet  those  needs 
from  the  wealth  of  available  material  on  the  market. 

In  organizing  problem  material  for  the  course  in 
clerical  typewriting  to  meet  the  general  objectives  as 
outlined  in  Chapter  I,  pages  4 and  5,  the  following  steps 
and  procedures  were  followed: 

1.  A survey  was  made  of  the  bookkeeping-accounting 
curricula  of  "X"  School  to  determine  if  any  of 
its  weaknesses  could  be  used  as  a basis  for 
making  the  course  informative  as  well  as  skill 
building. 

2.  A survey  was  made  to  determine  insofar  as  pos- 
sible the  extent  of  typewritten  work  performed 
by  graduates  in  their  initial  positions. 

3.  Objectives  based  on  1 and  2 above  were  set  up. 

4.  A careful  study  of  several  outstanding  texts 

on  the  market  was  made  for  the  purpose  of  learn- 
ing to  what  extent  the  material  covered  appeared 
in  all  texts. 

5.  Areas  of  course  content  were  established* 

6.  A course  title  was  selected  that  appeared  to 
be  psychologically  acceptable  to  the  students. 
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Weaknesses  of  Curricula 


In  a one-  or  two-year  course  in  bookkeeping  or 
accounting,  it  is  not  possible  to  give  training  in  sev- 
eral of  the  other  skill  and  knowledge  subjects  necessary 
to  a broader  understanding  of  business  practices.  It  is 
not  often  possible  to  give  students  even  a working  knowl- 
edge of  such  subjects  unless  included  as  a part  of  another 
course . 

A survey  of  the  courses  of  study  of  "X"  School  re- 
vealed the  following  weaknesses: 

1.  There  was  a definite  need,  based  on  reports  of 
the  Placement  Department,  for  additional  typing 
skill--not  necessarily  speed,  but  practical  use 
of  the  machine. 

2.  To  attain  the  minimum  speed  requirement  of  30 
words  per  minute  in  the  Typewriting  Department, 
no  time  was  devoted  to  the  preparation  of  busi- 
ness papers. 

3.  No  provision  was  allowed  in  the  Typewriting 
Course  for  the  preparation  of  a stencil  and  the 
practical  use  of  mimeographed  work. 

4.  In  neither  the  Typewriting  nor  Bookkeeping 
Course  was  any  provision  made  for  arranging  a 
Financial  Statement  on  the  typewriter. 

5.  In  the  Bookkeeping  Course  very  little  provision 
was  made  for  the  preparation  of  the  most  common 
business  forms. 

6.  In  the  Bookkeeping  Course  no  provision  was 
made  for  training  in  "Aging  Accounts." 

7.  In  no  course  was  any  phase  of  filing  included. 
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8.  In  no  course  was  there  any  training  in  the  con- 
tent of  and  how  to  use  the  general  office 
reference  books  (Postal  Guide,  Dun  & Bradstreet, 
City  Directory,  World  Almanac,  etc*) 

9*  No  provision  was  made  in  any  course  for  the 
organization  and  preparation  of  a complete 
unit  of  work  involving  the  preparation  of 
several  business  papers,  such  as:  a c.o.d. 
freight  shipment,  collection  of  past-due 
accounts  by  means  of  the  sight  draft,  or  stop- 
ping payment  of  a check. 

10.  The  Correspondence  Course,  by  its  very  nature, 
included  much  letter  writing.  However,  the 
work  was  done  chiefly  in  longhand.  Students 
received  very  little  training  in  letter  writ- 
ing on  the  typewriter. 

11.  In  no  course  was  any  provision  made  for  teach- 
ing students  how  to  prepare  the  simple  forms  of 
graphs  and  charts. 


Survey  of  Graduates 

A personal  and  telephone  survey  of  97  graduates  of 
"X"  School  with  experience  of  one  year  or  less  was  con- 
ducted. Three  questions  were  asked  and  the  results  tabu- 
lated: 

1.  Did  you  have  need  for  the  typewriter  in  your 
first  position? 

2.  If  you  used  the  typewriter,  was  speed  essential, 
or  was  the  typewriter  a tool  in  performing  the 
dob? 

3.  Do  you  feel  that  you  could  have  done  better  in 
your  initial  position  in  the  early  days  if  you 
had  had  more  training  in  typewriting? 
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Of  the  97  graduates  interviewed,  61  (62.9  per  cent) 
reported  a need  for  the  typewriter  in  their  first  position. 
Of  the  remaining  36,  ten  reported  occasional  use  of  the 
machine • 

Of  the  61  who  needed  the  typewriter,  only  8 (13.1  per 
cent)  felt  that  a speed  of  40-50  words  per  minute  was 
necessary  to  do  their  job  well.  Only  1 of  these  8 had 
had  "X"  School  training  in  typewriting  only;  the  other  7 
had  had  training  prior  to  entering  "X"  School. 

Of  the  61  who  used  the  typewriter,  38  (62.3  per  cent) 
had  had  previous  training  in  typewriting  before  entering 
"X"  School.  Of  these  38,  twenty  (52.6  per  cent)  felt 
that  some  sort  of  refresher  course  of  a practical  nature 
would  have  been  beneficial. 

Of  the  23  who  had  had  training  at  "X"  School  only, 

19  (82.6  per  cent)  felt  a definite  need  for  more  training 
in  typewriting. 

Summarizing,  39  (63.9  per  cent)  of  the  61  who  needed 
typewriting  in  their  initial  positions,  felt  the  need  for 
a refresher  course  or  additional  typewriting  training  in 
"XM  School  with  their  bookkeeping  and  accounting  work. 
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Objectives 


Having  determined  the  weaknesses  of  the  Bookkeeping- 
Accounting  Curriculum  in  "X"  School,  the  next  step  was 
the  preparation  of  a set  of  objectives  that  would: 

1.  Give  students  additional  vocational  ability  by 
providing  training  in  as  many  of  the  areas  of 
curriculum  weaknesses  as  possible; 

2*  Give  students  the  opportunity  to  discipline 
themselves  to  the  proper  channels  of  office 
behavior  and  requirements* 

As  in  the  case  of  all  skill  subjects,  much  of  the 
success  of  clerical  typewriting  depends  upon  the  adoption 
of  a set  of  basic  objectives  that  are  both  practical  and 
attainable*  With  this  in  mind,  the  following  objectives 
were  adopted: 

Vocational 


1*  To  assist  the  pupil  in  mastering  specific 
office  techniques  not  taught  or  thoroughly 
covered  in  other  courses;  such  as, 

Filing  principles 
Operation  of  duplicating  processes 
Kinds  and  preparation  of  basic  business 
instruments 

Kinds  and  preparation  of  basic  business 
reports 

Sources  of  business  information 
Telegraphic  services 
Graphic  presentation 
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2.  To  maintain  and  further  develop  fundamental 
knowledges  and  skills  that  have  been  learned 
in  other  courses;  such  as, 

Spelling  and  word  usage 
Grammar  and  punctuation 
Number  accuracy  and  dexterity 
Ability  to  operate  the  typewriter 

3.  To  give  the  student  useful  knowledge  that 
he  may  apply  in  the  management  of  his  own 
affairs* 

4.  To  give  the  student  an  insight  into  the 
most  efficient  methods  of  performing  the 
routine  tasks  of  a business  office  and 
the  economic  factors  that  determine  busi- 
ness practices. 

5.  To  give  the  student  an  opportunity  to  see 
clerical  work  in  relation  to  other  types  of 
work  in  the  office;  that  it  is  more  vital 
than  a mere  cog  in  the  office  machinery. 

6.  To  give  each  student  an  opportunity  to  live 
the  life  of  an  office  worker  and  to  apply 
his  knowledge  of  other  vocational  subjects 
(English,  mathematics,  bookkeeping,  type- 
writing) in  a simulated  office  environment. 

Disciplinary  (habits  and  attitudes) 

1.  To  help  the  pupil  to  develop  his  personal 
qualities  in  order  that  he  might  be  success- 
ful in  his  work  and  advance  as  rapidly  as 
possible* 

2.  To  develop  correct  habits  of  industry. 

3.  To  develop  habits  of  neatness  and  accuracy 
in  figures  and  clerical  details. 

4.  To  develop  the  habit  of  proofreading  and 
checking  all  work  for  errors  and  correcting 
those  errors  in  an  acceptable  manner. 
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• To  develop  an  attitude  of  respect  for 
others  through  the  realization  of  mutual 
dependence,  cooperation,  and  consideration 
necessary  of  all  workers  in  an  office. 

6.  To  develop  an  attitude  of  appreciation  of 
integrity  through  an  understanding  of  the 
need  for  honesty  and  "fair  play"  in  re- 
lations and  in  work. 

7.  To  develop  an  appreciation  of  economy  of 
time  and  effort,  of  working  under  pressure, 
of  "drive,"  and  of  production  on  the  job. 

8.  To  develop  initiative  and  judgment  in  pro- 
ducing usable  business  copy. 

This  latter  group  of  objectives,  Disciplinary,  are 
recognizable  as  an  overall  group  that  cannot  be  confined 
to  the  limits  of  the  clerical  classroom.  The  responsi- 
bility of  this  "general"  education  rests  with  the  entire 
educational  program.  However,  the  teacher  of  this  clerical 
course  must  share  in  the  responsibility  for  attaining 
these  goals.  He  must  observe  and  correct  students*  mis- 
takes and  practices  through  the  use  of  constructive 
criticism.  At  the  same  time,  he  must  praise  them  for 
work  well  done.  He  must  discuss  various  phases  and  factors 
of  personality  freely  with  the  students,  both  as  a class 
group  and  as  individuals.  He  must  make  his  class  a unit. 
Likewise,  he  must  treat  each  individual  member  of  that 
class  as  a separate  unit. 
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A breakdown  of  the  general  objectives  into  specific 
bjectives  must  include  the  following  to  be  accomplished: 

1.  To  develop  the  student’s  knowledge  of  the  basic 
arrangement  of  the  parts  of  business  letters, 
envelopes,  and  interoffice  memorandums* 

2.  To  increase  the  student’s  understanding  of  the 
business  forms  commonly  used  when  goods  are 
bought  on  credit  (invoice,  trade  acceptance, 
promissory  note,  draft,  monthly  statement,  order 
bill  of  lading). 

3.  To  increase  the  student’s  understanding  of  the 
purpose  of  a promissory  note,  a commercial  draft, 
a trade  acceptance* 

4.  To  develop  the  student's  ability  to  calculate 
interest  and  to  discount  commercial  paper* 

5.  To  teach  the  student  how  to  write  a check  cor- 
rectly* 

6*  To  develop  the  student's  understanding  of  a 
blank,  full,  and  restrictive  indorsement  in 
transferring  negotiable  instruments. 

7.  To  develop  the  student's  understanding  of  effects 
of  errors  and  bank  transactions  in  reconciling 

a monthly  bank  statement. 

8.  To  develop  the  student's  understanding  of  the 
various  uses  that  may  be  made  of  common  office 
reference  books. 

9.  To  develop  the  student's  understanding  of  the 
use  of  telegraphic  services* 

10*  To  develop  the  student's  understanding  of  what 
constitutes  the  different  classes  of  mail,  the 
cost  of  mailing  services,  and  special  services. 

11.  To  develop  the  student's  ability  to  apply  the 
common  rules  of  indexing  and  filing. 
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. To  develop  the  student’s  ability  to  interpret 
and  handle  the  fundamentals  of  graphic  and 
statistical  matter* 

13.  To  develop  the  student's  understanding  of  the 
relationship  of  time  zones  and  office  duties 
(traveling,  mailing,  telephoning,  telegraphing, 
etc  • ) • 

Analysis  of  Texts  on  Market 

In  view  of  the  needs  of  the  accounting-bookkeeping 
curricula  of  "X"  School  and  the  objectives  set  down, 
five  outstanding  texts  were  analyzed  as  to  specific  con- 
tent. These  five  texts  are  the  same  as  those  described 
in  Chapter  II,  pages  15  through  19. 

In  the  chart  which  follows,  Column  1 lists  the  kinds 
of  papers  or  type  of  work  found  in  the  5 texts.  Column  2 
gives  the  number  of  times  each  paper  or  type  of  work  is 
found  in  each  of  the  5 texts. 


Column  1 


Column  2 


A B C D 


Acknowledgment  of  Orders  ... 

Bills  of  Lading  

By-Laws  

Checks  • 

Credit  Memorandums  • 

Delivery  Tickets  • • 

Deposit  Slips  

Display  Matter  (advertising 
layouts,  bibliographies, 
manuscripts,  bulletin  board 
announcements)  10 


4 

2 2 1 

8 2 19 

3 14 

2 

2 2 
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Column  1 


Column  2 


A 

B 

C 

D 

E 

Duplicating  Work  

Drafts  

3 

10 

4 

2 

1 

Envelopes  • 

12 

81 

60 

25 

Equalizing  Lines  

Express  Receipts  

1 

3 

3 

Filling  in  Forms  . . . • . 

2 

50 

5 

1 

Financial  Statements  • • . 

• ♦ 

2 

2 

Folding  and  Inserting  in  Enve- 

lopes  • « 

13 

15 

Form  Paragraph  Letters  . . 

• • 

5 

Index  Cards  (to  be  alphabetized 

also)  • • 

84 

17 

19 

25 

Interoffice  Communications 

• ♦ 

14 

27 

4 

Itineraries  

Inventory  Sheets  

1 

1 

1 

Invoices  • 

13 

5 

8 

10 

4 

Labels  

45 

4 

4 

Legal  Documents  

4 

10 

14 

3 

Letters  

Memorandum  of  Change  • • • 

24 

91 

41 

1 

3 

Minutes  

1 

1 

Payroll  

2 

1 

2 

1 

Payroll  Distribution  Sheet 

• • 

2 

Postal  Cards  

1 

2 

2 

Promissory  Notes  

2 

1 

Purchase  Orders  • • . • . 
Receipts  

6 

2 

2 

Receiving  Reports  . « • • 
Reconciliation  Statement  • 

♦ • 

1 

2 

Requests  for  Quotations 

• • 

4 

Requisitions  • • 

1 

6 

4 

Returned  Goods  Voucher  . • 

• • 

4 

Rough  Drafts  

Sales  Checks  

5 

7 

3 

10 

1 

Shipping  Memorandums  • . . 
Specifications  . 

1 

2 

1 

Statements 

3 

6 

2 

Tabulations  • 

2 

10 

7 

3 

Telegrams  * . 

6 

8 

8 

2 

2 

Time  and  Pay  Slips  • • . . 

1 

Trade  Acceptances  • . . . 
Transfer  Forms  •••••• 

2 

2 

1 
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Following  an  analysis  of  content  of  the  five  texts, 
each  of  the  texts  was  analyzed  from  the  point  of  view  of 
meeting  the  needs  and  objectives  of  the  course* 


Criticism  of  Text  A 


Favorable 


1*  The  projects  attempt  to  clarify  the  reason  for 
each  paper  and  its  importance*  Through  working 
in  each  of  the  various  departments,  the  student 
can  be  trained  to  grasp  the  routing  of  the 
various  papers  through  the  organization,  to  cus- 
tomers, and  to  suppliers* 

2.  The  problems  are  practical  in  nature* 

3*  Much  work  is  given  on  figure  tabulations. 

4.  Only  5-10  minutes  daily  are  devoted  to  warm-up 
drills. 

5.  There  is  a relationship  between  the  jobs.  Ample 
provision  is  made  for  teaching  and  re-teaching 
difficult  phases  of  the  work. 

Unfavorable 

1.  The  text  is  designed  for  those  students  who  have 
a gross  copying  speed  of  40  or  more  words  a 
minute  for  5-  or  10-minute  intervals.  As  pointed 
out  before,  typewriting  is  a "job-getting"  and  a 
"job-holding"  skill  and  should  be  a minor  subject, 
not  a major,  for  bookkeeping-accounting  students. 

2.  The  large  number  of  interoffice  memorandums  to 
be  prepared  is  questionable.  There  is  agreement 
with  the  fact  that  much  interoffice  correspondence 
exists  in  business  and  that  such  includes  the 
preparation  of  multiple  carbons  as  well  as  the 
inclusion  of,  many  times,  other  papers  and  facts. 
However,  it  is  felt  that  a fewer  number  of  care- 
fully planned  assignments  can  accomplish  the  same 
results.  Too,  many  businesses  permit  "x"-ing  out 
in  interoffice  memorandums.  Too  much  of  such  in 

a classroom  may  lead  to  a wrong  sense  of  values  of 
what  constitutes  usable  work. 
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3.  This  text  presupposes  a basic  knowledge  of  letter 
forms.  Therefore,  only  24  letters  are  available 
for  arrangement.  In  addition,  several  letter 
forms  or  styles  are  suggested  for  this  limited 
number. 

A knowledge  of  several  letter  styles  is  felt  to 
be  unnecessary  for  accounting-bookkeeping  students. 
The  time  required  for  teaching  the  several  styles 
could  be  more  profitably  devoted  to  other  work. 

1 

Leathers  says: 

The  modern  business  letter  is  typed  on 
white  stationery,  size  8 1/2  x 11,  with 
a simple  letterhead.  It  is  typed  in 
modified  block  style  with  mixed  punctua- 
tion. The  date  line  is  centered,  using 
"December  20,  1947,"  as  its  form  of 
date.  The  inside  address  is  single 
spaced  and  appears  two  spaces  above  the 
salutation.  The  salutation  is  "Dear 
Miss  Smith."  The  body  of  the  letter  is 
single  spaced  with  a five  space  indenta- 
tion. The  complimentary  close  begins 
at  about  the  center  of  the  page  using 
"Very  truly  yours."  The  signature  is 
written  under  the  complimentary  close 
using  company  name,  penwritten  signature, 
typewritten  name  of  the  signer,  and 
title  of  the  writer.  If  reference 
initials  are  used,  they  will  have  this 
form:  "JWB:jc."  If  enclosures  are 

included  they  will  be  indicated  by 
"Enclosure"  or  "Enel." 

2 

Freeman  reveals  in  a study  made  by  Wylma 
Reynolds,  An  Analysis  of  Transcription  Errors 


1 

Leathers,  L.  Margaruite,  The  Modern  Business  Letter; 
American  Business  Education,  Volume  IV,  No.  2, 
December,  1947;  p.  139. 

2 

Freeman,  M.  Herbert,  Research  Notes;  American  Business 
Education,  Volume  IV,  No.  2,  December,  1947;  p.  153. 
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Made  by  Trade  School  Students,  Master’s  Thesis, 
Louisiana  University  and  Agricultural  and 
Mechanical  College,  1944,  that  ".  • • the 
stenographer  herself  may  set  the  standard  of 
mailability  for  the  letter  leaving  a particular 
office. " 

On  the  basis  of  the  above  two  comments  and  ob- 
servations, it  appears  logical  that  thorough 
training  in  just  one  letter  style  (preferably 
the  modified  block)  is  sufficient  for  clerical 
typewriting  students. 


Criticism  of  Text  B 


Favorable 


1.  Only  10-15  minutes  are  devoted  to  daily  improve- 
ment of  typewriting  techniques. 

2.  The  unit  organization  of  material  is  excellent. 

3.  Production  is  stressed  throughout  the  several 
units.  Hints  and  suggestions  for  increasing 
production  are  skillfully  placed  in  the  units, 
and  practice  is  afforded  for  learning. 

4.  The  variety  of  business  papers  selected  affords 
practice  on  those  most  commonly  found  in  all 
types  of  business. 

5.  Ample  provision  is  made  for  tabulations  involv- 
ing the  use  of  figures. 

Unfavorable 

1.  This  part  of  a complete  text  is  not  printed  in 
separate  form,  or  as  a separate  teaching  unit. 
The  purchase  of  a complete  text  is  necessary. 

2.  This  section  of  a complete  text,  like  Text  A, 
introduces  several  letters  styles. 

3.  A great  deal  of  time  is  devoted  to  the  prepara- 
tion of  Display  Matter. 
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4.  The  selection  of  Legal  Documents  to  be  set  up 
is  good  and  varied,  but  there  seems  to  be  too 
many  in  number  for  clerical  students. 

5.  While  only  10-15  minutes  are  devoted  daily  to 
improving  typing  techniques,  such  constitutes 
1/4  to  1/3  of  an  entire  class  period.  Students 
pursuing  an  accounting-bookkeeping  major  will 
question  the  advisability  thereof. 


Criticism  of  Text  C 


Favorable 

1.  Covers  very  thoroughly  and  with  ample  problem 
material  the  important  business  papers  and 
forms. 

2.  There  is  a relationship  between  the  units  of 
instruction.  Provision  is  made  for  teaching 
and  re-teaching  of  different  business  papers. 

3.  There  is  a practical  atmosphere  prevailing 
throughout  the  problems. 

4.  The  sections  dealing  with  rough  drafts,  tabu- 
lations, and  work  requiring  special  arrange- 
ment are  excellent. 

5.  Thorough  explanations  precede  the  business 
papers. 

Unfavorable 


1.  There  are  too  many  lessons  containing  letters 
for  arrangement. 

2.  Too  much  time  is  devoted  to  the  preparation  of 
legal  documents. 

3.  The  text  is  put  out  as  a typewriting  text,  and 
that  is  psychologically  unsound  for  the  purpose 
intended  in  this  course. 
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4.  Much  space  and  time  are  devoted  to  the  improve- 
ment and  increasing  of  typewriting  speed. 

5.  This  part  of  the  text  presupposes  a typing  skill 
of  45  words  per  minute. 


Criticism  of  Text  D 


Favorable 


1.  The  text  is  made  up  of  separate  units,  each 
dealing  with  a separate  business  form. 

2.  Each  unit  gives  the  purpose  and  use  of  a specifi 
form  with  an  illustration  of  each  form  properly 
prepared. 

3.  Each  unit  contains  blank  forms  to  be  filled  out 
by  the  student. 

4.  Special  review  sheets  on  arithmetic  are  provided 
with  each  unit.  Each  sheet  reviews  those  prin- 
ciples of  arithmetic  directly  applicable  to  the 
business  forms. 

5.  Each  unit  is  short. 

6.  There  are  thought-provoking  questions  and  com- 
ments under  each  illustration  for  study  guides. 

Unf  avorable 


1.  There  is  no  opportunity  provided  for  re-teaching 
any  of  the  business  papers.  The  student  merely 
recopies  the  form  set  in  front  of  him,  then  pro- 
ceeds to  the  next  unit.  No  reference  is  made 
thereafter  to  the  form. 

2.  There  is  no  relationship  of  papers  within  the 
assignments  established. 

3.  No  provision  is  made  for  the  preparation  of 
letters  and  envelopes. 
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4.  The  text  presupposes  previous  training  in  typing 
business  forms  and  is  intended,  therefore,  to 
serve  as  a terminal  project. 

5.  It  appears  that  the  authors  tried  to  get  every 
conceivable  type  of  business  paper  in  one  course. 
As  a result,  quantity  seems  to  be  stressed; 
quali ty  seems  to  be  slighted. 


Criticism  of  Text  E 


Favorable 

1.  Only  one  letter  style  is  used  in  the  text. 

2.  The  assignments  are  short  but  are  complete  in 
job  performance. 

3.  The  assignments  which  involve  the  typing  and 
arrangement  of  figures  on  paper  are  good. 

4.  There  is  provision  made  for  the  re-teaching  and 
re-learning  of  the  application  of  fundamental 
techniques  in  typewriting. 

Unfavorable 

1.  The  text  is  a terminal  one,  but  it  is  too 
brief. 

2.  There  are  too  many  legal  documents  for  a short 
course. 

3.  Very  little  is  done  to  establish  the  relation- 
ship between  business  forms. 

4.  For  the  purposes  of  this  course,  the  title  of 
the  text  is  psychologically  unsound.  It  in- 
cludes the  word  "Typists." 
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General  Criticism 

There  appears  to  be  a definite  shortage  of  available 
texts  on  the  market  today  that  devote  themselves  exclusively 
to  adequate  training  of  typists  to  fill  the  demands  of 
accounting-bookkeeping  graduates  in  their  initial  positions. 
The  typewriting  texts  have  been  written  chiefly  for  the 
preparation  of  stenographers  and  straight  typists.  Much 
space  and  time  are  devoted  to  the  development  of  high 
speed  writers.  There  is  no  attempt  here  to  belittle  the 
necessity  and  value  of  speed  in  typewriting.  Its  value 
is  apparent  in  work  production.  However,  the  time  and 
effort  spent  in  its  development  in  the  classroom  can  be 
more  profitably  utilized  in  developing  skill  in  the  more 
practical  application  of  the  typewriter  in  job  performance. 
For  most  clerks,  the  typewriter  is  a "tool"  to  fulfilling 
job  requirements,  not  the  "tool,"  and  employers,  more  or 
less,  accept  that  fact. 

Developing  speed  on  mere  copying,  it  is  felt,  is 
not  the  answer  to  increasing  production  rates.  It  is 
believed  that  production  rates  are  increased  in  proportion 
to  one’s  knowledge  and  manipulation  of  the  various  devices 
on  the  typewriter  designed  to  increase  production#  and  to 
one’s  knowledge  and  use  of  short-cuts  in  job  performance 
that  time  and  motion  studies  have  devised. 
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Generally  texts  other  than  typewriting  that  attempt 
to  develop  clerical  typists  are  too  short  and  serve  as 
terminal  courses  to  typewriting*  The  business  papers 
that  are  covered  are  generally  done  thoroughly,  but  no 
provision  is  made  for  establishing  relationships  of  busi- 
ness papers.  That  is,  complete  units  of  work  are  not 
provided.  For  example:  drafts  and  order  bills  of  lading 

may  be  taught  separately  for  teaching-learning  purposes, 
but  somewhere  in  the  course  a complete  problem  involving 
a c.o.d.  sale  by  sight-draf t-order-bi 11-of-lading  should 
be  developed  to  establish  an  association  of  duties  and 
papers. 

Areas  of  Course  Content 

Rather  than  adopt  any  of  the  texts  on  the  market  and 
attempt  to  build  a course  around  it,  it  seemed  more 
appropriate  to  prepare  a text  that  would  (1)  eliminate 
several  of  the  weaknesses  of  the  accounting-bookkeeping  cur- 
ricula of  "X”  School,  (2)  serve  as  a refresher  course  in 
practical  typewriting  for  those  students  who  had  had 
previous  training  on  the  machine,  and  (3)  provide  those 
students  with  limited  typing  ability  a practical  experience 
in  the  use  of  the  typewriter  as  a "tool"  in  job  perform- 
ance. The  text  would  serve  as  the  basis  for  an  introductory 
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It  is  not  possible  to  give  specific  job  training 
for  the  thousands  of  clerical  typewriting  assignments 


in  business.  It  is  possible,  however,  to  give  training 
in  most  of  the  skills  which  are  found  to  be  common  to 
the  large  body  of  clerical  employees. 

For  purposes  of  classification,  the  vast  field  of 
possible  training  in  clerical  duties  was  divided  into 
the  following  areas: 

1.  Banking  Activities  5.  Shipping-Mailing 

2.  Correspondence  6.  Common  Business  Papers 

3.  Legal  Documents  7.  Statistical  Presentation 

4.  Office  References  8.  Miscellaneous 


Justification  for  Selected  Areas  of  Training 
Banking  Activities 

It  is  quite  possible  that  beginning  employees  are 
assigned  the  responsibility  of  running  errands  for  the 
office.  One  of  those  errands  would  most  likely  include 
making  bank  deposits,  withdrawing  money,  having  checks 
certified,  or  any  one  of  the  other  several  banking  trans- 
actions. Consequently,  it  is  logical  to  include  problems 
involving  banking  transactions  in  a clerical  course. 

On  the  other  hand,  such  knowledge  and  classroom  experience 
is  valuable  in  one's  personal  business  dealings. 
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Special  Business  Papers 

Preparation  of  negotiable  instruments  (checks, 
notes,  drafts,  and  trade  acceptances),  like  legal  docu- 
ments, entail  certain  techniques  with  which  a student 
should  be  thoroughly  familiar;  consequently,  their  in- 
clusion in  a course  of  study  in  clerical  work  is  obvious* 

Like  a knowledge  of  banking  activities  is  valuable  to 
one  in  his  personal  business  dealings,  so  is  a knowledge 
of  the  preparation  of  negotiable  instruments  valuable 
to  one  in  his  personal  business  dealings* 

The  preparation  of  monthly  statements  and  credit 
memorandums,  while  requiring  very  little  skill,  are  com- 
mon business  papers  with  which  students  should  be  familiar. 

Statistical  Presentation 

The  need  for  a knowledge  of  the  preparation  of 
financial  statements  is  obvious  for  an  accounting-bookkeeping 
student.  Graphic  work,  while  not  encountered  frequently  by 
beginning  employees,  however,  does  give  the  beginning  em- 
ployee an  opportunity  to  present  facts  and  figures  in 
picture  form,  a device  much  more  impressive  than  mere 
figures. 
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Correspondence 

The  clerical  worker  will  perhaps  not  have  as  much 
to  do  with  correspondence  as  a secretary.  However,  he 
does  need  to  know  something  about  how  envelopes,  letters, 
interoffice  memorandums,  and  telegrams  are  prepared  so 
as  to  transmit  them  intelligently.  It  is  not  unusual 
that  an  accountant  or  bookkeeper  must  dictate  letters 
and  similar  correspondence.  It  is  well  for  him  to  know 
what  constitutes  "Usuable  Work”  before  affixing  his 
signature. 

Inasmuch  as  the  average  employee  will  have  little 
or  no  contact  with  radiograms  and  cablegrams,  these  may 
be  excluded  from  the  course. 

Legal  Documents 

While  it  is  not  likely  that  a clerical  worker  will 
come  in  close  contact  with  legal  work,  unless  employed 
in  the  Legal  Department,  it  is  to  his  advantage  to  know 
some  of  the  finer  techniques  involved  in  arranging  such 
a document  as  a Lease,  Bill  of  Sale,  Mortgage,  etc.  Some 
work,  therefore,  is  advisable  in  a clerical  course  to 
familiarize  the  student  with  these  finer  techniques.  At 
the  same  time,  filling  in  legal  documents  provides  ex- 
perience in  filling  in  blanks  and  in  aligning  typed  work, 
a technique  important  to  any  one  who  operates  the  typewriter. 
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Office  References 

One  of  the  most  used  sources  of  information  in  an 
office  that  a beginning  employee  needs  to  have  a working 
knowledge  of  is  filing.  Many  clerical  jobs  require  some 
alphabetical  arranging — listing  of  names,  card  sorting, 
searching  for  information  in  reference  books,  etc. 

It  is  equally  important  that  the  clerical  worker 
know  where  to  look  for  general  information;  consequently, 
the  student  must  be  made  acquainted  with  such  reference 
books  as  Dun  & Bradstreet,  the  Postal  Guide,  the  City 
Directory,  the  World  Almanac,  and  the  Dictionary. 

Shipping  and  Mailing 

It  is  possible  that  graduates  may  be  placed  in  ship- 
ping and  mailing  departments.  In  that  kind  of  work  he 
needs  to  be  acquainted  with  Bills  of  Lading,  Sight  Drafts, 
Express  and  Freight  Bills,  as  well  as  letters  pertaining 
to  shipments  of  goods. 

One  of  the  positions  frequently  assigned  to  begin- 
ning office  employees  is  that  of  handling  incoming  and 
outgoing  mail.  It  is  necessary,  therefore,  that  a student 
be  made  familiar  with  the  Postal  Guide  and  Postal  Regu- 
lations and  be  given  experience  in  computing  postal 
charges  on  different  classes  of  mail. 
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Miscellaneous 


A short  assignment  on  Time  Zones  is  important  in 
the  development  of  a sense  of  time  in  making  telephone 
calls  or  sending  telegrams* 

A problem  in  analyzing  accounts  receivable  or  "aging" 
them  is  a routine  problem  which  may  quite  conceivably  be 
assigned  beginning  employees  in  the  Bookkeeping  Department. 

One  of  the  jobs  that  may  be  asked  of  a beginning 
employee  is  to  assist  in  checking  work.  Checking  work 
involves,  many  times,  proofreading  figures.  Unless  both 
the  reader  and  the  checker  understand  how  to  read  and 
how  to  interpret  combinations  of  figures,  checking  can 
result  in  costly  wastes  of  time  and  money.  Consequently, 
at  least  one  assignment  on  reading  and  checking  statistical 
matter  is  necessary. 

Payroll  work,  as  such,  is  generally  taught  in  a 
bookkeeping  course,  but  the  preparation  of  the  necessary 
papers  is  quite  frequently  done  on  the  typewriter.  Some 
experience  in  preparing  those  papers,  especially  the 
periodic  reports  to  the  Government,  must  be  provided  the 
student. 
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Selection  of  a Course  Title 


As  mentioned  before,  students  who  are  training  for 
the  bookkeeping-accounting  field  should  not  be  required 
to  pursue  typewriting  as  a major  course,  particularly  in 
the  field  of  high  speed  writing.  Its  utility  is  compara- 
tively short-lived.  Typewriting  is  a tool  to  be  used  in 
the  performance  of  clerical  tasks  attached  to  many  initial 
bookkeeping-accounting  positions* 

Males,  particularly,  feel  that  the  typewriter  is 
still  the  machine  for  females  and  rebel  at  having  to  spend 
"too  much"  time  in  the  Typewriting  Department.  Similarly, 
students  who  enter  "X"  School  with  previous  training  in 
typewriting  feel  that  their  curriculum  is  "padded  for 
financial  benefit  of  the  school"  if  they  are  required  to 
spend  much  time  in  the  Typewriting  Department. 

With  these  facts  in  mind,  the  problem  was  to  select 
a name  for  the  course  that  would  indicate  the  nature  of 
its  contents  and  imply  its  utility  to  the  student,  but, 
which,  at  the  same  time,  would  not  reveal  the  high  position 
that  skill  development  in  the  practical  use  of  the  type- 
writer would  occupy. 

Obviously,  then,  the  word  Typewri ting  or  Typing 
could  not  appear  in  the  title.  Although  a major  objective, 
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it  had  to  be  made  to  appear  incidental  to  the  whole 
course.  At  first,  since  the  course  was  to  include  work 
to  eliminate  several  curricula  weaknesses,  it  was 
thought  advisable  to  call  it  Clerical  Duties,  since  sev- 
eral of  the  weaknesses  were  clerical  in  nature.  However, 
knowing  that  the  word  Clerk  implies  a meaning,  unfortu- 
nately, below  the  status  of  a Bookkeeper  or  Accountant, 
the  word  Office  was  substituted;  thus,  the  title  Office 
Duties  resulted. 

However,  the  term  Office  Duties  seemed  somehow  very 
vague,  too  broad,  indefinite,  all-inclusive.  Current 
literature  on  the  philosophy  of  General  Education  fur- 
nished the  key  word  for  the  title--General--and  the  full 
title  General  Office  Duties  was  adopted.  The  term  seemed 
to  remove  the  vagueness  of  just  Office  Duties,  implied 
usefulness  to  all  office  employees,  and  inferred  the  use 
of  the  typewriter  as  a tool  in  performing  those  duties. 

To  insure  practicability  of  the  material  in  the 
text,  most  of  the  problems,  or  the  ideas  therefor, 
originated  in  actual  business  offices.  In  almost  every 
instance,  however,  where  an  assignment  was  developed 
from  actual  office  papers,  changes  were  made,  for  obvious 
reasons,  in  the  original  contents  of  those  papers. 
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To  further  effect  practicability  of  the  material 
in  the  text,  an  envelope  of  business  forms  and  papers 


has  been  assembled  to  accompany  the  text.  In  preparing 
the  various  assignments,  the  students  are  given  experience 
in  the  handling  and  preparation  of  these  papers. 

The  envelope  contains  the  following  papers: 

1 package  plain  typing  paper,  8 1/2  x 11 
30  No.  10  envelopes 
30  No.  6 3/4  envelopes 

20  letterheads,  8 1/2  x 7 1/4 
50  letterheads,  8 1/2  x 11 
12  interoffice  memorandums 

6 telegrams 

2 telegraphic  money  orders 

1 package  carbon  paper 

5 sheets  graph  paper 

21  checks 

6 trade  acceptances 
9 notes 

15  drafts 
4 invoices 

6 credit  memorandums 
4 statements 

3 deposit  slips 

2 payroll  memorandums 
2 change  sheets 
1 order  bill  of  lading 

1 straight  bill  of  lading 

2 analysis  of  accounts  receivable 
1 proxy 
1 lease 

1 mortgage  and  note 
1 bill  of  sale 
1 general  power  of  attorney 
1 stencil 
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CHAPTER  IV 

PROCEDURE  FOR  CONDUCTING  GENERAL  OFFICE  DUTIES 

The  program  of  "X”  School  is  so  arranged  that  stu- 
dents, upon  finishing  typing  (30  words  per  minute),  may 
be  admitted  to  General  Office  Duties*  At  first,  it  was 
attempted  to  admit  students  as  soon  as  they  had  com- 
pleted the  typewriting  requirements,  but  experience 
soon  revealed  a weakness  in  this  practice.  Students, 
under  this  plan,  were  admitted  almost  daily  with  the 
result  that  two  or  three  periods  daily  were  broken  up 
for  the  instructor  to  begin  new  students.  Less  time 
was  available  for  working  with  the  individual  students. 

Every  other  Monday  was  then  adopted  as  a starting 
date  for  all  eligible  students,  with  a limit  of  25  stu- 
dents per  period  set  as  a maximum.  After  the  initial 
instructions,  the  students  were  permitted  to  progress 
on  their  individual  abilities.  To  provide  for  this  in- 
dividual progress,  the  textbook  was  designed  with  simple 
assignments  at  the  beginning  with  difficulty  increasing 
as  the  assignments  continue. 

However,  to  insure  that  there  would  be  a minimum 
of  student  procrastination,  a requirement  of  four  assign- 
ments per  week  had  been  established  as  a minimum  to  earn 
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a passing  grade  in  production*  Quality  was  graded  on 
its  own  merits  and  an  average  was  struck  between  produc- 

I 

tion  and  quality  for  the  weekly  mark.  Four  assignments 
instead  of  five  were  required  weekly  to  allow  for  correc- 
tions of  poorly  completed  work  and  also  because  of  the 
variance  in  length  and  difficulty  of  assignments* 

In  the  initial  period  of  instruction,  students 
were  instructed  as  to  how  to  prepare  their  assignments. 
They  were  told  that  they  were  to  read  and  study  the 
material  preceding  each  problem  and  to  organize  and 
plan  the  problem  material.  Such  planning  might  be  to 
compute  margins  and  tabulator  stops  for  a tabulation, 
proofread  a longhand  letter  that  had  to  be  typed,  gather 
necessary  papers  to  complete  the  problem,  look  up  ma- 
terial in  reference  books,  and  so  forth.  Individual 
questions  arising  in  the  student* s mind  was  to  be  noted 
in  the  margins  of  his  text  as  a basis  for  consulting 
with  the  instructor  at  the  next  class  session.  In  other 
words,  when  the  student  came  to  class,  he  was  expected 
to  be  reasonably  well  informed  as  to  what  he  was  to  do 
that  period,  how  he  was  to  do  it,  what  supplies  he  was 
to  use--in  general,  be  ready  to  produce  the  job  in  final 
form  with  a minimum  of  time  and  effort. 
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At  the  completion  of  the  text,  the  students  are 
given  an  objective  test  as  a basis  for  determining  their 
final  mark. 

There  are  of  necessity  a few  long  assignments  in 
the  text,  but  as  a rule  the  assignments  are  short.  This 
plan  was  deliberate  for  several  reasons: 

1.  With  students  progressing  on  individual  abilities, 
very  few  are  working  on  one  particular  assignment. 
If  assignments  are  long,  much  teacher  explanation 
is  necessary  with  each  student,  thus  prohibiting 
the  teacher’s  getting  around  to  each  student  dur- 
ing the  period. 

2.  As  inferred  above,  with  short  assignments,  the 
teacher  is  able  to  "work  the  floor";  that  is,  he 
is  able  to  check  the  work  completed  by  the  stu- 
dents at  their  desks  with  a minimum  of  effort 
and  time.  He  is  able  to  "catch"  errors  and  to 
teach  corrections  "on  the  spot."  This  method 
provides  him  with  the  opportunity  of  coming  in 
contact  with  each  student  in  the  class  at  least 
once  during  the  period,  and  yet  affords  him 
enough  time  to  work  with  students  experiencing 
difficulty. 

3.  Short  assignments  permit  the  introduction  of 
the  several  different  business  papers  as  sepa- 
rate units  in  the  beginning  assignments  with 
later  assignments  incorporating  the  use  of  several 
business  forms.  For  example:  drafts  are  intro- 
duced in  an  early  assignment  as  a separate  unit 

of  instruction;  later  they  are  included  in  an 
assignment  involving  a c.o.d.  shipment,  which 
requires  the  invoice,  bill  of  lading,  draft, 
two  letters  with  envelopes,  and  a check. 
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PREFACE 


* 


The  greatest  part  of  a clerical  worker's  time 
is  devoted  to  handling  correspondence,  negotiable 
instruments,  and  other  various*  forms  of  business 
papers. 

The  standard  required  for  efficiency  in  the 
handling  of  the  various  devices  of  communication, 
instruments  of  credit,  filing,  etc.,  is  becoming 
increasingly  higher  and  more  exacting.  The  employer 
today  expects  that  a new  employee  not  only  be  skilled 
in  Accounting,  Stenography,  or  some  other  one  par- 
ticular branch  of  business,  but  also  to  be  thoroughly 
capable  in  the  handling  of  these  many  other  tech- 
niques. 

It  seems  necessary,  therefore,  that  the  student 
training  for  business  have  some  knowledge  of  the 
methods  and  practices  that  prevail  in  the  prepara- 
tion and  the  performance  of  these  numerous  ’’odds  and 
ends . ” 

To  that  end  this  book  has  been  prepared — to  pre- 
sent in  some  logical  order  to  a young  man  or  woman 
entering  into  the  business  world  some  general  informa- 
tion pertaining  to  the  actual  needs  and  requirements 
of  the  business  employer--to  give  to  the  student  ex- 
periences similar  in  nature  to  those  that  will  be  en- 
countered in  the  position. 

These  experiences  have  been  determined  as  far 
as  possible  through  a study  of  actual  office  needs 
in  different  types  of  businesses;  personal  confer- 
ences with  employers;  and  reports  received  from 
graduates  regarding  their  fitness  into  the  posi- 
tion upon  acquisition  of  it,  and  what  could  have 
helped  them  to  shorten  the  ’’breaking-in”  period. 


LABORATORY  WORK 


1*  Of  extreme  importance  is  the  recognition  that  this  is  a 
Business  Laboratory,  and  as  such,  while  you  are  permitted 
to  move  about  the  office  to  secure  supplies,  to  use  the 
necessary  reference  books  and  equipment,  and  to  discuss  the 
various  problems  with  fellow  employees  and  the  supervisor, 
you  are  at  the  same  time  expected  to  exercise  discretion  and 
behavior  comparable  to  that  of  an  actual  business  office* 

2*  In  this  laboratory,  assume  you  are  employed  by  Jordan  & Com- 
pany, a fictitious  company,  of  Boston*  Wo  attempt  has  been 
made  to  confine  the  assignments  to  any  particular  type  of 
business*  Instead  a number  of  assignments  have  been  pre- 
pared that  illustrate  the  many  different  phases  of  office 
work,  using  the  business  forms  for  the  varied  assignments 
under  just  the  one  letterhead--Jordan  & Company* 

3*  At  different  times  you  will  work  in  each  of  the  several  di- 
visions of  Jordan  & Company.  Your  assignments  will  be  given 
you  by  the  supervisor  of  each  division*  Following  the  name 
of  the  supervisor  (in  parentheses)  will  be  found  the  name  of 
the  division  you  are  assigned  to  work  in  at  that  particular 
time*  Frequent  use  will  have  to  be  made  of  the  Directory  on 
the  following  page  for  signatures,  individuals  to  be  ad- 
dressed, and  other  pertinent  data* 

4.  Each  assignment  will  consist  of  at  least  one  problem,  much 
of  which  must  be  planned  outside  the  laboratory.  The  labo- 
ratory period  should  be  devoted  to  the  actual  "doing”  of 
the  assignment-- the  planning  or  preliminary  work  should  be 
completed  outside  the  plass  period.  Such  preliminary  work 
may  be  proofreading  a draft,  making  necessary  corrections  on 
work  to  be  redone,  computing  margins  and  tabulator  stops  for 
arrangements,  reading  textual  matter  preceding  the  labora- 
tory problem,  doing  research  work  in  the  Office  Manual  (back 
of  book),  etc. 

5.  There  is  only  one  requirement  for  the  work  corapleted--it 
must  be  mailable--mailability  being  dependent  upon  your  com- 
pliance with  the  instructions  set  forth  in  the  text  and  in 
the  Office  Manual,  and  upon  the  standards  as  recognized  by 
general  practices  and  requirements  of  leading  institutions 
of  business* 

It  is  realized  that  at  times  there  are  two  or  three  ways  in 
which  a given  piece  of  work  may  be  done.  However,  to  pro- 
vide adequate  training  in  following  instructions  in  a given 
procedure,  work  in  this  laboratory  class  will  be  done  in  the 
manner  prescribed  or  illustrated  In  the  text.  This  is  not 
contrary  to  business  practices,  for  most  concerns  set  forth 


a preferred  procedure,  and  it  is  well  to  develop  the  habit 
of  "doing  what  is  wanted#"  Consult  the  Office  Manual  when 
in  doubt# 

6#  Erasing  is  permitted  on  any  work  if  done  neatly  and  spar- 
ingly. 

Exceptions:  Negotiable  Instruments 

Legal  Documents 

Note:  Consult  the  supervisor  as  to  the  method 

of  making  corrections  on  these  papers. 


7.  Strikeovers  are  not  permitted  on  any  work 


Directory 


JORDAN  & COMPANY 

219  Main  Street 
Boston,  Massachusetts 

Executive  Division 

President  • • Robert  J.  Wilcox 

Vice-President Charles  P.  White 

Secretary-Treasurer  Paul  J,  Madison 

General  Manager  Richard  P.  Gordon 

Legal  Advisor George  Baker 

Accounting  Division 

Chief  Accountant • ••••••  Ralph  A.  Bradley 

Assistants : 

Statistician  Thomas  J,  Kendall 

Payroll  Accountant  Walter  A.  Rice 

Chief  Billing  Clerk P.  F.  Raymond 

Credit  Division 

Credit  Manager,  . . . G.  B.  Miller 

Assistants: 

Accounts  Receivable  Clerk.  •••••••  J.  A.  Bentley 

Cash  Receipts  Clerk David  A.  Stone 

Personnel  Division 

Personnel  Director.  ••••••••••••  R.J.  Edwards 

Purchasing  Division 

Purchasing  Agent Walter  Benson 

Chief  Stock  Clerk  •••••••••••••  J.P.  Peterson 

Sales  Division 

Sales  Manager  ...............  John  R.  Walker 

Advertising  Manager  ••  John  Holmes 

Correspondence  Division 

Chief  ........  M.  E.  Thompson 

Assistants : 

Filing  Clerk  G.  A.  Clarke 

Mailing  Clerk Ralph  A.  Blake 

Duplicating  Clerk ..A.  G.  Caldwell 


Directory 
(Page  2) 


Traffic  Division 


Traffic  Manager M.  A«  Martin 

Assistants: 

Warehouse  Foreman.  • « James  T.  Wilson 

Shipping  Foreman  ••••••»••••  George  Gray 

Production  Division 

Plant  Foreman  .......  John  T.  Mitchell 


Branch  Offices  and  Managers 
Hartford,  Connecticut 

1204  Pine  Street.  Henry  Mathews 

Portland,  Maine 

295  Congress  Street  •••••••••••  William  Stockwell 


Springfield,  Massachusetts 
117  Washington  Avenue  . 


David  Nelson 
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Assignment  1 
ENVELOPES 


It  is  the  responsibility  of  every  office  employee  to  have 
a working  knowledge  of  at  least  one  correct  arrangement  of  en- 
velope address*  A study  of  the  many  different  arrangements, 
while  highly  desirable,  is  not  necessary.  A mastery  of  the 
following  suggestions  will  enable  a person  to  adapt  them  to 
the  style  adopted  by  an  office. 

1.  Double  space  and  block  a three-  or  four-line 
address.  Postal  employees  prefer  this  ar- 
rangement, and  while  there  is  also  a prefer- 
ence for  the  full  spelling  and  placing  of 
the  state  on  a separate  line,  business  prac- 
tice generally  goes  only  to  the  extent  of 
the  full  spelling.  A five-line  address  may 
be  single  spaced. 

2.  An  address  should  never  be  arranged  with 
less  than  three  lines. 

3.  The  name  of  the  addressee  (if  a business) 
should  be  typed  as  it  appears  on  the 
addressee’s  letterhead,  his  place  of 
business,  or  in  his  advertising. 

In  an  address  to  an  individual,  or  indi- 
viduals, a title  of ‘respect  (Mr.,  Miss, 

Mrs.,  Messrs.,  Mesdaraes),  unless  other- 
wise instructed,  should  never  be  omitted. 

Note:  This  principle  should  be  applied 

to  any  form  of  correspondence 
where  an  individual,  or  individuals, 
is  being  addressed. 

4.  "Open”  punctuation  is  preferred^. 


i See  OFFICE  MANUAL,  Section  4,  pages  1-3 
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5.  Street,  city,  and  state  abbreviations 
should  be  avoided. 

Exceptions : Washington,  D.  C. 

Compass  directions  (North, 

East,  West,  South) — may 
or  may  not  be  abbreviated. 

128  North  State  Street 
37  W.  40th  Street1 

St.  Louis,  St.  Paul,  and 
similar  names. 

6*  "City11  should  never  be  used  as  a sub- 
stitute for  the  name  of  the  city. 

7.  The  zone  number,  if  any,  is  typed  with 
the  name  of  the  city. 

Envelopes,  while  manufactured  in  many  different  sizes, 
tend  toward  only  two  in  business  offices:  (1)  small,  called 

No.  6 3/4’s  /3  5/8"  x 6 1/2*7,  and  (2)  large,  called  No.  10's 
1/8"  x 9 1/2^7. 


4 


/ ■ 


T 


OFFICE  MANUAL,  Section  7,  Streets 


Al-3 


ADDRESSING  SMALL  ENVELOPES 

To  produce  a good  arrangement  of  the  usual  address  on  a 
small  envelope  (No.  6 3/4),  observe  the  following  calculations 
as  closely  as  possible.  However,  judgment  must  be  used  when 
arranging  an  address  having  an  unusually  long  line. 

1.  Make  sure  the  paper  side  guide  is 
at  0. 

2.  Begin  a"  from  the  top  (12  line 
spaces  i)  . 

3.  Begin  2 1/2"  from  the  left  edge  of 
the  envelope2. 

Notes:  Study  the  various  arrangements 

in  the  illustrations  on  page  Al-4. 

The  "Attention  Line"  should  never 
extend  under  the  last  line  of  the 
address . 


I 

There  are  six  vertical  spaces  to  the  inch. 

p 

There  are  10  pica  spaces  to  a horizontal  inch. 
There  are  12  elite  spaces  to  a horizontal  inch. 


9 


l|o  , 2 jo  , 3 1 0 , 4 ] 0 , 5 1 0 f 6 Jo 


This  line  is  written  in  pica  type. 


Inches  1 

2 

3 

4 

5 

6 

9 , 

, 2|0 

, s jo  , 

<0  , 

5|0  , 6 

!°  , to 

This  line  is  written  in  elite  type. 
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Illustrations  of  Small  Envelopes^-Proper ly  Addressed 


JORDAN  & COMPANY 

219  Main  Street 

Boston,  Massachusetts 

Business  Supplies,  Inc. 

812  Park  Square 

Los  Angeles  15 

California 

Miss  Margaret  E.  Whitman 
360  Columbia  Street 
St.  Louis  5 
Missouri 

o/o  Rev.  James  Roberta 


Misses  'Wayne  4 White 
209  St.  James  Avenue 
Baltimore  3 
Maryland 


Armstrong  Canning  Company 

375  Elm  Street 

Duluth 

Attention  Minnesota 

Mr.  John  F.  Ferris 
Purchasing  Agent 

Turner  4 Yale 


716  Fourteenth  Avenue 
New  Haven  8 
Connecticut 


New  England  Hardware  Company 

Metropolitan  Building 

1087  Tremont  Street 

Springfield 

Massachusetts 
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ADDRESSING  LARGE  ENVELOPES 


The  calculations  below  will  produce  a good  arrangement  for 
the  usual  address  on  a large  (No,  10)  envelope# 

1#  Make  sure  the  paper  side  guide  is 
at  0. 

2.  Space  down  14  line  spaces. 

3#  Begin  4"  from  the  left  edge  of  the 
envelope. 

Notes:  Study  the  various  arrangements  in 

the  illustrations  on  page  Al-6. 

The  five-line  addresses  are  single 
spaced. 


6 


Illustrations  of  Large  Envelopes--Proper ly  Addressed 


JORDAN  & COMPANY 
219  Main  Street 
Boston.  Massachusetts 


The  Consolidated  Preserves  Company 


903  East  State  Street 


Chicago  18 


Illinois 


Attention  Mr.  Fred  C.  Perkins 
Purchasing  Agent 


Dr.  Howard  J.  Thomas 
Professor  of  History 
University  of  Illinois 
Urbana 
Illinois 


Woodrow  A Watkins,  Inc. 
106  West  5th  Street 
Indianapolis 
Indiana 


Br.  Gordon  Batkina,  Credit  Manager 
Worthmore  Canning  Company 
1176  D Street  N.  B. 

Washington  3,  D.  C. 


Attention  Mr.  Charles  T.  Taylor 


College  of  Liberal  Arts 


Attention  Purchasing  Agent 


Pottevllle  Fruit  Packers 


Pottevllle 
New  Hampshire 


Ur.  Robert  Morrison 
President,  Morrison's,  Inc. 


186  Second  Street 

Philadelphia 

Pennsylvania 
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August  1 


Mr.  Walker  (Sales  Division):  "Here  are  some  envelopes  (*1)  that 

were  typed  yesterday.  I refused  to  let  them  be  used  because 
of  errors  on  them.  Type  new  envelopes,  making  all  corrections 
first." 

(»1) 


JORDAN  & COMPANY 
219  Main  Street 
Boston,  Massachusetts 

Miss  Mildred  Martin 

59  Milwaukee  Avenue, 

Dover,  Me. 

■Isa.  Frances  Price 
39  Franklin  St. 

Bath 


Maine 


■r.  Albert  French  4 Son 
61  Albers  Avenue 
Albany,  N.  Y. 


Attention:  George  Adams,  Treasurer 


Fred  Raines 

985  ffest  35th  Street 

Manchester 

N.  H. 

Manager,  Douglas  Products,  Inc. 


The  Continental  Dep't  Store, 
Washington  St. , 

Brattleboro,  Vt. 


(Concluded  on  page  Al-8) 


( *l--conc luded ) 
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Assignment  2 

INTEROFFICE  CORRESPONDENCE 


An  interoffice  communication  form  is  used  between  depart- 
ments in  the  same  office  and  for  messages  between  the  main, 
home,  or  ’’parent”  office  and  its  branches.  One  style  is  illus 
trated  below. 


Office 

Memorandum  • 

JORDAN  & COMPANY 
BOSTON,  MASSACHUSETTS 

TO  : 

Mr.  Reynolds 

DATE:  AUgUSt  2,  19XX 

FROM 

Mr.  Carter 

SUBJECT: 

Sales  Report 

Attached  is  a copy  of  the  Sales  Report  which 
you,  as  Chairman  of  the  Board  of  Directors,  asked 
me  to  prepare  for  the  monthly  meeting  next  week. 

Suggestions,  constructive  or  otherwise,  will 
be  appreciated. 

> 

H.A.C. 

si 

Notes:  The  heading  is  block  style. 


In  the  heading,  only  last  names  are  used  un- 
less there  is  another  employee  in  the  organi- 
zation with  the  same  name. 

The  left  margin  of  the  body  is  flush  with  that 
in  the  heading.  For  a lengthy  memorandum,  the 
margins  may  be  extended. 

Initials  are  used  in  place  of  a full  signature. 
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The  typist’s  initials  are  in  the  lower  left  corner, 
two  spaces  below  the  signature  initials  (if  space 
permits),  flush  with  the  left  margin. 

When  an  identical  or  almost  identical  message  is  to  go  to 
several  individuals,  it  is  possible  to  ’’personalize”  each  copy. 
When  preparing  the  original  with  carbon  copies,  the  space  fol- 
lowing the  word  "TO"  is  left  blank.  When  the  body  of  the  mes- 
sage has  been  completed,  all  copies  are  removed  from  the  type- 
writer, and  on  each  individual  copy,  following  the  word  "TO," 
the  name  of  the  individual  to  whom  the  message  is  to  be  sent 
is  typed  in. 

Short  phrases  can  also  be  inserted  in  the  body  of  each 
individual  copy  if  enough  space  is  left  for  the  phrase  to  be 
inserted. 

The  illustration  belov;  shows  how  a file  copy  can  be  made 
of  a ’’personalized”  message  sent  to  each  of  the  individuals 
listed. 


This  memo  sent  to 5 Mr.  Stockwell 

Mr.  Mathews 
Mr.  Nelson 


August  2,  19xx 

Mr.  Walker 
Special  Conference 


There  will  be  a special  meeting  of  all  Branch 
Managers  in  my  office  Saturday  morning,  August .11, 
at  nine  o’clock,  relative  to  evaluating,  revising, 
and  consolidating  the  monthly  reports  to  the  main 
office. 

J.R.W. 


ab 
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A WORD  ABOUT  CARBON  COPIES 


The  making  of  duplicate  copies  is  required  for  two  pur- 
poses: 


(1)  To  provide  permanent  file  records. 

(2)  For  distribution  to  others  who  are 
interested  in  the  subject  matter. 

Since  a file  copy  is  required  of  every  piece  of  outgoing 
correspondence,  at  least  one  carbon  copy  is  always  made.  Addi- 
tional copies  are  made  when  it  is  advisable  to  inform  others  of 
the  subject  matter  discussed  or  for  supplementary  action. 

For  example,  suppose  the  home  office  received  a letter  of 
complaint  from  one  of  its  customers.  In  answering  the  letter 
three  carbon  copies  (at  least)  may  be  necessary:  one  for  the 

files,  one  to  be  sent  to  the  branch  office  in  charge  of  the 
territory  from  which  the  complaint  originated,  and  one  for  the 
salesman  in  that  territory. 

Frequently  a carbon  copy  of  a telegram  is  sent  along  with 
a letter  confirming  the  telegram  and  its  contents. 


Assembling  a Carbon  Pack 

For  correspondence  requiring  only  one  carbon  copy: 

(1)  Lay  the  bottom  sheet  of  typing  paper 
on  the  desk. 

(2)  Carefully  place  a piece  of  carbon 
paper,  shiny  side  down,  on  top  oT , 
the  typing  paper. 

(3)  Place  the  letterhead  sheet  (if  used) 
on  top,  face  up. 

(4)  Square  the  corners  and  bottom 
edges  by  loosely  rapping  the  set  of 
sheets  on  the  desk. 

(5)  Insert  in  the  typewriter  with  the 
shiny  side  of  the  carbon  paper 
facing  the  typist. 
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For  correspondence  requiring  several  carbon  copies: 

(1)  Lay  the  bottom  sheet  of  typing  paper 
on  the  desk. 

(2)  Carefully  place  a piece  of  carbon 
paper,  shiny  side  down,  on  top  of 
the  typing  paper. 

(3)  Repeat  steps  (1)  and  (2)  until  the 
entire  set  of  sheets  is  made  up. 

If  a letterhead  is  required  for  the 
original,  be  sure  it  is  on  top  of 
the  pack,  face  up. 

(4)  Hold  the  sheets  loosely  by  the 
sides  and  rap  the  bottom  edge  of 
the  pack  on  the  desk  to  line  up 
the  edges. 

(5)  Prepare  a leader;  i.e.,  a long, 
narrow,  folded  strip  of  paper,  and 
place  it  over  the  assembled  sheets 
of  paper. 


(6)  Release  the  paper 
release  lever. 

(7)  Insert  the  pack 
squarely  and 
slightly  under 
the  platen. 

(8)  Reset  the  paper 
release  lever 
and  roll  the 
pack  up  far 
enough  to  re- 
move the  leader. 


Notes:  Turn  the  platen  as  little  as  possible  when  typing  a 

multiple-copy  pack  to  avoid  "treed, " "veined,"  or 
"crow’s-feet"  carbon  paper. 

If  the  carbon  paper  tends  to  wrinkle  as  the  pack  is 
rolled  forward,  operate  the  paper  release  lever  occa- 
sionally to  smooth  out  the  paper  and  relieve  the 
tension. 
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Arranging  Carbon  Copies 

If  the  carbon  copies  are  made  for  the  files  only,  they 
should  not  accompany  the  original  copies  when  they  are  forwarded 
for  signature  or  approval,  but  they  should  be  kept  available  for 
any  changes  that  may  be  necessary  before  filing.  If  a letter 
has  to  be  rewritten,  for  example,  the  incorrect  carbon  copy 
should  be  destroyed  and  the  correct  one  put  in  its  place. 

For  carbon  copies  that  are  enclosures  refer  to  page  A10-8, 

A WORD  ABOUT  ENCLOSURES. 


Note:  In  this  and  all  future  assignments  where  file  copies  are 

required,  attach  the  file  copies  to  the  back  of  the 
assignment  in  the  same  order  as  the  original  copies  are 
arranged  for  approval. 
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Arranging  Mall  for  Signatures  or  Approval 


When  an  Office  Memorandum  or  a letter  Is  being  forwarded 
for  signature  or  approval,  the  envelope  flap  is  placed  over  the 
face  of  the  letter  as  shown  in  the  illustration  below. 
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August  2 


Mr.  Miller  (Credit  Division):  "Frequently  we  send  memos  from 

the  main  office  here  to  any  or  all  of  the  branch  offices. 
Prepare  this  memo  (-&1)  for  each  of  the  branch  managers.  Per- 
sonalize each  copy." 

Notes:  Make  one  "run,"  typing  four  copies.  Use  plain 

white  paper  for  the  last  (file)  copy. 

This  ( #1 ) is  a draft  of  the  memo  to  be  sent.  A 
draft  of  a memo,  letter,  or  any  textual  matter 
is  always  double  spaced  to  allow  for  changes, 
corrections,  deletions,  additions,  etc.  Single 
space  all  final  copies  unless  otherwise  directed, 
with  a double  space  between  paragraphs. 

See  OFFICE  MANUAL,  Section  5,  for  making  brackets 


Always  check  "corrected’'  drafts  for  any  typing 
errors,  omitted  punctuation,  misspelled  words, 
errors  in  grammar,  etc.,  that  might  have  been 
overlooked.  Correct  them  before  typing  the 
paper  in  final  form. 

Use  large  envelopes  for  interoffice  memos. 
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(#1) 


Subject:  Use  of  the  Telephone 

It  has  been  noted  rtha*-  in  recent  months  that  long 

distance  telephone  charges  have  been  steadily  increasing. 
S , . 

You  are  advised  (1)  to  revert  to  the  use  of  the  letter 

/special  delivery/  or  the  telegram  in  those  cases  where 

immediate  action  is  not  required,  and  (2)  to  limit  the 

use  of  the  telephone  to  urgent  matters  only* 

In  those  cases  where  the  telephone  is  necessary, 

such  calls  should  be  planned  by  the  caller  so  that  a 

minimum  of  time  will  be  needed  to  transact  the  business. 

Unless  properly  organized  in  advance  by-4h*.  -r.al  1 rr,  much 

valuable  time  can  be  lost,  with  needless  expense  result- 

A 

ing--searching  through  papers  for  pertinent  dat$;  asking 
unnecessary  questions;  or  discussing  details  irrelevant 
to  the  subject  under  discussion. 
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Assignment  5 


LETTERS 


Much  time  and  effort  spent  in  mastering  several  accept- 
able forms  of  arrangements  of  letters  would,  as  in  the  case  of 
envelopes,  be  needless.  One  arrangement,  the  MODIFIED  BLOCK 
style  (sometimes  called  the  SEMIBLOCK  style)  is  illustrated  on 
page  A3-3 • This  style  of  letter  arrangement  leads  in  popular- 
ity with  leading  authorities  and  well-established  recognized 
business  firms  because  of  its  adaptability,  ease  of  arrange- 
ment, and  appearance. 

An  analysis  of  the  placement  of  various  parts  of  this  let- 
ter will  reveal  the  line  and  marginal  location  of  those  parts 
essential  to  all  business  letters  (as  indicated  by  the  asterisk 
below),  as  well  as  a few  of  those  parts  which  must  be 
used  in  a business  letter  when  required  by  the  contents  of  the 
letter,  or  desired  by  the  writer  of  the  letter. 

* (1)  Letterhead 

* (2)  Date  Line 

* (3)  Inside  Address 

•*  (4)  Salutation 

■»  (5)  Body 

* (6)  Complimentary  Close 
(7)  Typewritten  Firm  Name 

* (8)  Signature 

(9)  Typed  Signature 
(10)  Business  Title  of  Signer 

•*(11)  Identification  Initials  of  Typist 

Beginning  at  the  top  of  the  letter  on  page  A3-3,  study 
the  line  and  marginal  location  as  each  part  is  discussed.  For 
ready  identification,  a figure  within  parentheses  is  typed  in 
the  margin  opposite  the  part  to  which  it  refers. 


* (1)  Letterhead  Always  printed,  hence  no  comment 

is  necessary. 

* (2)  Date  Line1  Centered  2 line  spaces  below  the 

"City,  State"  in  the  Letterhead. 


T 


See  OFFICE  MANUAL,  Section  7,  DATES 
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# (3)  Inside  Address1.  . . Typed  4 to  6 line  spaces  below  the 

Date  Line,  each  line  flush  with  the 
left  margin.  Should  contain  same 
information  as  that  typed  on  the 
envelope. 


# (4)  Salutation2 3 Typed  2 line  spaces  below  the  In- 

side Address,  flush  with  the  left 
margin. 

* (5)  Body Started  2 line  spaces  below  the 

Salutation. 


Each  paragraph  is  indented  5 spaces 
from  the  left  margin. 

Each  paragraph  begins  2 line  spaces 
below  the  preceding  paragraph* 

* (6)  Complimentary 

Close Standing  alone,  begins  at  the  ap- 

proximate center  of  the  Body,  2 
line  spaces  below  the  Body. 

(7)  Typewritten  Firm 

Name Typed  2 line  spaces  below  and  flush 

with  the  Complimentary  Close — 
ALWAYS  IN  UPPER  CASE. 

With  a long  firm  name,  the  Compli- 
mentary Close  may  be  begun  to  the 
left  of  the  center  of  the  Body; 
the  firm  name  may  be  written  on  2 
lines;  or  the  firm  name  may  be 
centered  under  the  Complimentary 
Close . 

■»  (8)  Signature^ 

(9)  Typed  Signature  . . Used  to  identify  the  Penwritten 

Signature. 

Typed  4 line  spaces  below  and  flush 
with  the  Typewritten  Firm  Name. 


See  OFFICE  MANUAL,  Section  2 

2 Ibid. 

3 Ibid. 
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* (1>  JORDAN  & COMPANY 

2 1 9 Main  Street 
Boston,  Massachusetts 

* (2)  August  3,  19xx 


* (3)  Watkins  & Sons,  Inc. 

195  Maple  Street 
St.  Louis,  Missouri 

* (4)  Gentlemen: 

An  analysis  of  the  placement  of  the  various 
parts  of  this  illustrative  letter  will  reveal 
the  line  and  the  marginal  location  of  all  those 
parts  essential  to  all  business  letters  (as  indi- 
cated by  the  asterisk  as  well  as  a few  of 

those  parts  which  because  of  the  nature  of  the 
subject  matter  of  the  letter  or  the  desire  of  the 
writer  are  also  necessary. 

* (5) 

The  modified  block,  or  semiblock,  style  of 
letter  arrangement,  of  which  this  letter  is  an 
example,  leads  in  popularity  with  leading  au- 
thorities and  well-established  business  firms  be- 
cause of  its  adaptability,  ease  of  arrangement, 
and  appearance. 


* (6) 

(7) 

* (8) 

(9) 

(10) 

*(11)  ti 


Very  truly  yours, 
JORDAN  & COMPANY 


H.  E.  Stewart 
Correspondence  Clerk 
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(10)  Business  Title 

of  Signer  Typed  directly  below  the  Typed 

Signature  if  the  latter  is  used. 

Typed  4 line  spaces  below  and  flush 
with  the  Typewritten  Firm  Name. 

*•(11)  Identification 

Initials  Only  the  typist fs  initials,  flush 

with  the  left  margin,  are  necessary 
when  the  Typed  Signature  is  used. 

Typed  on  the  same  line  as  the  Busi- 
ness Title  of  Signer,  or  the  Typed 
Signature,  whichever  is  used,  or 
2 line  spaces  below  depending  upon 
the  balance  of  the  letter. 

If  neither  (9)  nor  (10)  is  used, 
the  Identification  Initials  are 
typed  6 to  8 line  spaces  below  the 
Complimentary  Close. 


August  3 


Mr.  Miller  (Credit  Division):  "I  dictated  this  letter  (*1) 

yesterday,  but  made  a few  changes  in  it.  Retype  the  letter 
making  the  changes. 

"Jordan  & Company  uses  the  modified  block  form  of  letter 
arrangement  for  all  its  correspondence,  with  open  or  mixed 
punctuation— never  closed— and  with  at  least  one  carbon 
copy  for  the  files  and  more  if  so  indicated  or  needed." 

Notes:  Change  the  date. 

Change  the  Identification  Initials. 

Postal  authorities  prefer  "New  York,  New  York"  to 
"New  York  City." 

Modern  usage  prefers  "Gentlemen"  to  "Dear  Sirs." 

Envelopes  should  always  accompany  any  outgoing 
correspondence.  Use  a small  one  in  this  assign- 
ment. 


A3-5 


(*1) 


JORDAN  & COMPANY 


2 1 9 Main  Street 
Boston,  Massachusetts 


Aug  .J  2,  19xx 


James  Maxwell  & Company 
173  Fourth  Avenue 


New  York  Cit^? 


(Dear  Si 


In  connection  with  your  order  of  July  21  amount- 
ing to  approximately  $5,000  we  have  been  unable  to  se- 
cure adequate  information  regarding  the  affairs  of 
your  organization  due  to  its  recent  purchase  by  the 
present  stockholders. 

Would  you  be  willing  to  furnish  us  with  a signed 
current  financial  statement  as  a basis  for  credit  in- 
formation, or  if  you  do  not  wish  to  do  that,  to  con- 
sider one-third  cash  with  the  order,  one-third  cash  at 
time  of  delivery,  and  one-third  in  thirty  days? 

We  trust  you  will  appreciate  our  sincere  frank- 
ness in  this  matter  and  either  furnish  us  with  data 
to  cover  this  credit  request,  or  to  handle  the  financ- 
ing in  such  a way  as  to  reduce  the  credit  required  to 
where  additional  information  would  be  unnecessary. 


Very  truly  yours 


JORDAN  & COMPANY 


G.  B.  Miller 
Credit 


jh 
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Assignment  4 


August  6 


Mr*  Walker  (Sales  Division):  "Here’s  another  letter  (-w-1)  I 

dictated  yesterday*  However,  I’ve  made  a few  changes  in  it* 
Retype  it,  making  the  corrections* " 

Notes:  Change  the  date. 

Change  the  Identification  Initials* 

Use  a small  envelope. 


(■*1 — over) 


A4-2 

(«1) 


JORDAN  & COMPANY 


2 1 9 Main  Street 
Boston,  Massachusetts 


•AugJ  5,  19xx 


Haynes  & Johnson 


(5n£> 


There  can  be  no  compromise  with  quality. 

Yet  in  these  days  of  close  buying  and  still  closer 
selling,  there  must  be  economy — NOT  economy  of  quality 
BUT  an  economy  of  production. 

JORDAN  & COMPANY  have  combined  this  idea  of  high 
quality  with  economy  of  production  by  means  of  their 
system  of  lithographing  stationery. 


By  grouping  together  a dozen  or  more  statio 
orders  and  lithographing  them  on  large  sheets  in  a 
single  operation,  the  operating  cost  -is  brought  down  to 
approximately  the  regular  cost  of  one  job--and  Effects 
a real  economy  to  you.  ^ 

There  is  usually  a big  difference  in  price  be- 
tween an  article  of  prestige  and  a cheap  one.  Litho- 
graphed letterheads  by  JORDAN  & COMPANY  are  one  of  the 
rare  except! ons--the  economy  of  production  is  passed 
on  to  you. 

Let  us  quote  you  prices  on  your  statio^arj^require 
ments.  You’ll  be  agreeably  surprised  at  the  quality  of 
stationery,  at  such  low  prices,  combined  with  intelli- 
gent and  courtaus  service. 


Very  truly  yours, 


JORDAN  & COMPANY 


gb 
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Assignment  5 


August  6 


Mr*  Miller  (Credit  Division) 2 "Here's  a corrected  draft  (*2) 
of  a letter  I want  typed  and  sent  as  a result  of  this  self- 
explanatory  memo  from  Mr.  Stone  (•frl)." 

Notes:  The  blanks  in  the  draft  are  to  be  filled  in  with 

the  necessary  data  from  Mr.  Stone’s  memo. 

Do  not  underscore  the  filled-in  data. 

Use  a small  envelope# 

(»1) _ - 


JORDAN  & COMPANY 
Office  Memorandum  • boston,  MASSACHUSETTS 

to  : Mr.  Miller  date:  August  6,  19xx 

from  : Mr.  Stone 

subject:  Discounts  after  Discount  Period 


for  $367.99 

Today  we  received  a check/from  Cornel  & Gibson, 

736  South  State  Street,  Montpelier,  Vermont,  in  pay- 
ment of  our  Invoice  7-20/37,  dated  July  20,  $375*50. 

You  will  note  that  the  2 % discount  was  taken 
after  the  discount  period.  The  terms  read:  2/10,  N/30. 


gb 


D.A.S 
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(»2) 


Thank  you  for  your  remittance  of  ^ 
ment  of  our  Invoice  No,  , dated 


in  pay- 


less 2%  discount.  However,  we  are  sorry  that  we  are 
unable  to  allow  you  the  $ -jpe*- deducted  as  dis- 

count, 

D our  customers 

\iscount  allowed/on  bills  paid  f^wfthin  the 

discount  period  is  made  possible  by  the  fact  that  we 

are  thus  able  to  use  the  money  in  discounting  some  <^f 

our  own  bills.  Our  creditors  allow^  us  the  same  r^te 

|00/? 

of  discount^  and  we  in  turn  pass  on  this  amount  tcfc**- 
customers.  It  is  our  policy  to  allow  discount  only 
when  the  check  is  mailed  within  the  discount  period. 
Unfortunately  your  check  reached  us  too  late  to  per- 
mit us  to  use  the  money  in  taking  advantage  of  our 

creditors*  discounts, 

v W 

' If  you- fine  that  wo  are  eorroetj  tye  shall  be 

grateful  for  inculding  Ilia l amount — your  remittance 

to  cover  this  unpaid  bal^te. 

Very  truly  yours. 
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Assignment  6 

COPYING,  REVISING,  AND  PREPARING-  FORM  LETTERS 


Form  letters  and  form  paragraphs  are  extensively  used 
today  in  answering  inquiries,  sending  literature  to  prospects, 
checking  on  credit  standing,  making  collections,  etc*  They 
save  the  time  and  money  that  would  otherwise  be  expended  in 
dictating  and  transcribing  individual  replies  to  letters  that 
call  for  identical  or  almost  identical  replies.  At  the  same 
time,  although  form  letters,  they  give  each  recipient  a per- 
sonal letter--not  a mimeographed  or  photographed  reproduction. 

Not  only  do  form  letters  and  paragraphs  result  in  an 
economy  in  the  use  of  time  and  money,  but  also  a much  better 
letter  is  secured  by  using  more  appropriate  paragraphs,  care- 
fully prepared  beforehand,  than  would  be  secured  by  dictating 
a letter  without  sufficient  time  for  careful  planning  and 
preparation. 

These  letters  and  paragraphs,  generally  given  a number 
for  identification,  are  placed  in  a folder,  loose-leaf  binder, 
or  file,  and  are  called  for  and  copied  as  the  body  of  a letter 
or  inserted  as  paragraphs  where  correspondence  calls  for  a 
reply  or  a request  of  a general  nature. 

While  typing  form  letters  and  paragraphs  is  largely  a 
mechanical  matter,  frequently  judgment  must  be  exercised  in 
making  such  minor  changes  as  the  needs  of  the  individual 
letter  may  demand.  For  example,  a form  letter  containing 
the  sentence,  "Please  communicate  with  us  by  telephone," 
would  have  to  be  revised  if  the  recipient  of  the  letter 
operated  his  business  one  or  two  thousand  miles  away. 

What  might  appear  to  be  an  easy  practicable  method  Tor 
proofreading  form  copies,  and  at  the  same  time  typing  new 
copies,  is  not  the  right  way. 

The  right  way — the  efficient  way— is  to  type  each  one  from 
the  master  copy.  The  wrong  way  is  to  type  each  one  from  the 
last  one  typed.  If  a mistake  has  been  made  or  something  has 
been  omitted,  it  may  go  undetected,  and  the  error  or  omission 
will  be  repeated  in  every  letter  that  follows. 
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August  6 


Mr.  Miller  (Credit  Division):  "Send  this  form  letter  (*>2)  to 

the  customer  in  this  memo  from  Mr.  Bentley  (#1)  who's  checking 
on  some  past  due  accounts." 


1*1 ) 


Office 

Memorandum 

JORDAN  & COMPANY 
. BOSTON,  MASSACHUSETTS 

TO  : 

Mr.  Miller 

DATE:  August  2,  10XX 

FROM 

Mr.  Bentley 

• 

SUBJECT: 

Uncollectible  Accounts 

Have  followed  the 
but  have  had  no  results 

usual  routine  procedure, 
in  collecting  this  account: 

Norton-Wallace  Company 
395  East  Madison  Street 
Waterbury,  Connecticut 

Recommend  placing 
for  legal  action. 

in  hands  of  our  attorneys 

ab 

«T  • A • B • 

A6-3 


(»2) 

Collection  Letter  No*  6 


Date 


Name  of  Addressee 
Street  Address 
City,  State 

Salutation 

This  morning  the  Collection  Department  placed  your 
account  on  ray  desk  with  the  attached  memorandum:  "Have 

followed  our  usual  routine  of  collection  letters  and 
statements,  but  have  had  no  results*  Recommend  placing 
in  hands  of  our  attorneys  for  collection." 

Before  following  out  this  recommendation,  I thought 
I would  write  you  in  an  endeavor  to  learn  just  why  you 
are  withholding  remittance.  Has  there  been  anything  un- 
satisfactory with  either  our  merchandise  or  service?  Or 
is  it  just  a case  of  procrastination? 

Whatever  the  reason,  won't  you  please  send  either  a 
check  covering  the  unpaid  balance  or  an  explanation  for 
the  delay?  Perhaps  we  can,  in  some  way,  help  you  "over 
the  hurdles."  At  any  rate,  we  can  try  so  that  your  good 
will  and  credit  rating  will  not  be  seriously  jeopardized. 

Very  truly  yours 

JORDAN  & COMPANY 


ti 


G.  B.  Miller 
Credit  Manager 
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Assignment  7 


August  7 


Mr.  Miller  (Credit  Division):  "The  bank  has  returned  checks  of 

these  customers  (*1),  stamped  ’Not  Sufficient  Funds.1  Type 
this  form  letter  (*2)  to  each. 

"In  both  letters,  insert  the  words  ’either  by  telephone  or 
by  letter’  after  the  words  ’as  soon  as  possible*  in  the 
third  paragraph. 

"In  the  letter  to  Regan,  also  substitute  the  word  ’records* 
for  ’accounting  system’  in  the  second  paragraph." 

Notes:  Use  the  short  letterhead  paper  for  short  letters. 

The  abbreviation  "NSF"  means  "Not  Sufficient  Funds." 

Use  a No.  10  envelope  for  letters  written  on  paper 
measuring  8 1/2"  x 7 1/4". 


(»1) 


Office 

JORDAN  & COMPANY 
Memorandum  • BOSTON,  Massachusetts 

TO  : 

Mr.  Miller  date  August  7,  19xx 

FROM  : 

Mr.  Stone 

SUBJECT: 

"Bad"  Checks 

The  bank  has  returned  the  checks  of  the  draw- 
ers listed  below,  marked  "NSF." 

John  Regan,  472  Coolidge  Avenue,  City;  Check 
No.  906;  $70.81. 

Hubbard  & Sampson,  Inc.,  79  Lake  Street, 
Cambridge,  Massachusetts;  Check  No.  630: 
$371.15. 

D.A.S. 

pt 
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(* 2 ) 

Form  Letter  for  ’’Bad”  Checks 


Date 


Name  of  Addressee 
Street  Address 
City,  State 

Salutation: 

Your  check  No.  ________  for  $ sent  to  apply 

on  your  account  has  been  returned  to  us  by  our  bank 
unpaid  and  stamped  "Not  Sufficient  Funds." 

We  realize  that  this  is  either  an  oversight  or 
is  probably  the  result  of  a "hidden  error,"  a little 
item  that  makes  itself  a general  nuisance  in  anyone’s 
accounting  system. 

At  any  rate,  will  you  please  communicate  with  us 
as  soon  as  possible  to  make  proper  settlement  so  that 
your  account  may  be  adjusted  properly? 

Yours  very  truly, 

JORDAN  & COMPANY 


G.  B.  Miller 
Credit  Manager 

ti 
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Assignment  8 
August  7 


Mr.  Walker  (Sales  Division):  "Type  this  interoffice  memo  (-*1); 

personalize  each  copy;  fill  in  the  omitted  data  applicable  to 
each  manager;  prepare  a copy  for  the  files. 

"Mathews  is  scheduled  to  see  President  Wilcox  Friday  at 
3:30  P.  M.;  Nelson  at  4 P.  M.;  and  Stockwell  on  Saturday  at 
8:45  A.  M. 

"Miss  Williams  asks  that  she  not  be  notified  until  Thursday 
morning.  Make  the  change." 

Note:  Refer  to  OFFICE  MANUAL,  Section  7,  for  typing  the  time 

correctly. 



Subject:  Special  Meeting,  Saturday,  August  18,  19xx 

There  will  be  a special  meeting  of  all  Branch  Managers 
in  the  office  of  President  Wilcox,  Saturday,  August  18,  at 
10  o’clock. 

Prior  to  the  Saturday  morning  meeting,  Mr.  Wilcox 
wishes  to  interview  each  Branch  Manager  personally  regard- 
ing individual  territorial  problems.  Therefore,  he  would 
appreciate  your  arranging  to  meet  with  him  in  his  office 

If  you  desire  hotel  accommodations,  please  contact 
Miss  Williams,  Mr.  Wilcox’s  secretary,  by  11  o'clock, 
Wednesday  morning,  August  15. 

The  agenda  for  the  Saturday  morning  meeting  will  in- 
clude : 

1.  Proposed  territorial  changes. 

2.  Proposed  increase  in  field  representatives. 

3.  Current  advertising  policies  and  results. 

4.  Proposed  salary  and  commission  schedule. 

5.  Luncheon  at  Hotel  Royale  at  1 o’clock. 


Assignment  9 


Domestic  Mail 


Domestic  mail  matter  is  divided  into  four  classes,  each 
class  taking  a different  rate  of  postage* 

FIRST-CLASS  MATTER 


First-class  mail  includes: 

(a)  Postal  cards,  post  cards,  business  reply- 
cards,  and  letters  in  business  reply  en- 
velopes. 

(b)  Handwritten,  typewritten,  carbon,  and 
letterpress  copies  of  letters. 

(c)  Such  matter  (wholly  or  partly  in  writing, 
sealed  or  unsealed)  as  bills,  checks,  re- 
ceipts, manuscript  copy  (except  when  ac- 
companied by  proof  sheets  thereof,  when 
it  may  be  sent  third  or  fourth  class); 
printed  price  lists  containing  written 
figures  changing  individual  prices;  notes, 
including  shorthand  notes,  and  notebooks 

or  blank  books,  containing  written  or  type- 
written entries,  etc. 

AIR  MAIL 


Air-mail  service  may  be  used  for  all  classes  of  mail, 
whether  sealed  or  unsealed. 

The  Post  Office  Department  recommends  the  use  of  dis- 
tinctive air-mail  envelopes.  However,  if  plain  envelopes  are 
used,  "Via  Air  Mail"  should  be  written  or  typed  In  the  upper 
right  portion  of  the  envelope  below  the  stamp  or  stamps. 

SECOND-CLASS  MATTER 


Second-class  mail  includes  newspapers  and  periodicals 
which  meet  the  requirements  for  entry  as  second-class  matter. 
Such  matter  must  bear  notice  of  second-class  entry. 

THIRD-CLASS  MAIL 


Third-class  mail  service  embraces  miscellaneous  printed 
matter;  circulars;  drawings;  books,  and  catalogs,  (of  limited 
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pages  and  contents);  seeds,  cuttings,  bulbs,  roots,  etc,,  and 
other  mailable  materials  not  in  the  first  or  the  second  class, 

A circular  is  a printed  letter  sent  in  identical  terms  to 
several  persons.  It  may  bear  a written,  typewritten,  or  hand- 
stamped  date,  name  and  address  of  person  addressed  and  of  the 
sender,  and  corrections  of  mere  typographical  errors.  When  a 
name  (except  that  of  the  addressee  or  sender),  date  (other  than 
that  of  the  circular),  or  anything  else  is  handwritten  or  type- 
written in  the  body  of  a circular  for  any  other  reason  than  to 
correct  a genuine  typographical  error,  the  circular  is  subject 
to  postage  at  the  first-class  (letter)  rate,  whether  sealed  or 
unsealed. 


FOURTH-CLASS  MAIL 

Fourth-class  mail  (parcel  post),  embraces  all  mailable 
matter  not  in  first  or  second  class,  weighing  over  8 ounces, 
but  not  exceeding  70  pounds  and/or  100  inches  in  length  and 
girth  combined. 

Parcel  post  rates  are  scaled  (1)  according  to  the  dis- 
tance the  package  is  being  transmitted  and  (2)  the  weight  of 
the  package. 

A parcel  post  package  may  be  sealed  provided  a printed 
label  showing  the  nature  of  the  contents,  together  with  the 
words,  "Postmaster:  This  parcel  may  be  opened  for  postal  in- 

spection if  necessary”  appears  on  the  package. 

A parcel  of  fourth-class  matter  will  not  be  accepted  for 
mailing  unless  it  bears  the  name  and  address  of  the  sender, 
which  should  be  preceded  by  the  word  "From.” 

SPECIAL  DELIVERY 

Special-delivery  service  may  be  used  for  all  classes  of 
mail  and  includes  prompt  handling,  transportation,  and  de- 
livery of  mail* 


SPECIAL  HANDLING 

o 

Parcel-post  packages  (fourth-class)  only  may  be  sent 
Special  Handling.  Such  packages  are  given  the  most  expedi- 
tious handling  and  transportation  practicable  but  not  special 
delivery  at  point  of  destination.  Special  handling  is  also 
recommended  for  very  fragile  articles. 
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INSURED  MAIL 


Third-  and  fourth-class  matter  may  be  insured  against  loss, 
rifling,  or  damage*  First-  and  second-class  matter  cannot  be 
insured*  However,  either  may  be  registered* 

The  complete  name  and  address  of  the  sender  must  appear  on 
every  insured  package,  even  if  the  sender  is  a widely  known 
business  concern.  Return  receipts,  the  same  as  in  registry 
service,  may  be  procured. 


REGISTERED  MAIL 

To  safeguard  its  transmission,  air-mail,  first-,  second-, 
and  third-class  matter  may  be  registered.  If  registered  matter 
is  lost,  stolen,  or  damaged,  the  Post  Office  Department  will 
indemnify  the  sender  according  to  the  registry  terms.  Valuable 
papers,  such  as  deeds  and  bonds,  and  articles,  such  as  Jewelry, 
should  be  registered. 

Matter  is  registered  by  taking  it  to  the  registry  window 
at  the  post  office  and  paying,  in  addition  to  the  regular  post- 
age, a registry  fee. 

Legal  evidence  of  the  delivery  of  a piece  of  mail  may  be 
obtained  by  registering  it  or  insuring  it  and  paying  an  addi- 
tional fee  for  a signed  receipt  of  its  delivery,  which  is  re- 
turned to  the  sender.  This  request  must  be  made  at  the  time  of 
mailing* 


C.  0.  D.  MATTER 


Merchandise  may  be  sent  Collect-on-Delivery;  that  is,  the 
price  of  the  merchandise,  and  the  postal  charges  for  it,  will 
be  collected  from  the  addressee  by  the  postman  and  forwarded  to 
the  sender  by  money  order. 

REGISTERED  C.  0.  D.  MAIL 


Sealed  domestic  mail  of  any  class  bearing  postage  at  the 
first-class  rate  may  be  sent  as  registered  C.  0.  D.  mail.  Such 
mail  is  handled  at  offices  of  mailing  and  in  transit  in  the  same 
manner  as  other  registered  matter.  This  service  is  used  prin- 
cipally for  valuable  jewelry,  bills  of  lading  representing 
freight  shipments,  etc.,  for  which  mailers  desire  to  secure  the 
maximum  protection  in  addition  to  collection  service. 
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UNREGISTERED  C.  0.  D.  MAIL 


Domestic  third-class  and  fourth-class  mail  on  which  both 
postage  and  fee  have  been  paid  by  postage  stamps  or  metered 
indicia  affixed  thereto  and  sealed  domestic  unregistered  matter 
of  any  class  prepaid  with  postage  at  the  first-class  rate,  in 
addition  to  the  proper  fee,  may  be  sent  C.  0.  D.,  that  is,  the 
price  of  the  article  and  the  charges  thereon  (including,  if  de- 
sired, the  postage  and  fee  prepaid)  will  be  collected  from  the 
addressee. 


RATES 

Tables  of  Rates  for  all  classes  of  mall  and  special  ser- 
vices may  be  found  in  the  latest  copy  of  the  postal  guide  or 
by  circulars  issued  by  the  local  post  office. 
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August  8 

Mr.  Walker  (Sales  Division):  "It  seems  to  me  that  the  postage 

expenditure  for  this  department  is  too  much  lately.  I’ve 
asked  that  an  itemized  statement  of  today’s  postage  be  kept. 

I want  you  to  recompute  the  amount  due  on  each  item  and  com- 
pare it  with  the  $13.08  handed  me  as  chargeable  to  this  de- 
partment." 

1.  A roll  of  magazines;  6 ounces,  bearing 
notice  of  "Second-Class  Entry"  to 

Belleville,  Illinois _________  (1) 

2.  25  business  reply  post  cards (2) 


3.  40  individually  addressed,  unsealed 

envelopes,  each  containing  a mimeographed 
copy  of  a three-page  bulletin;  1 1/4 

ounces  each,  out-of-town  addresses  • . • . . (3) 


4.  150  printed  circulars,  1 ounce  each,  to 

each  of  which  is  attached  a typewritten 
note  announcing  courtesy  days  of  a 

forth-coming  sale;  unsealed  . . . (4) 


5.  A C.  0.  D.  package  for  $150;  3 pounds; 

to  Harrisburg,  Pennsylvania  (5) 


6.  A returned  air  mail  letter  (because  of 
incorrect  address);  1 l/4  ounces;  for- 
warded to  New  York  as  air  mail (6) 


7.  A letter  delivered  by  special  delivery 
to  the  office;  3 ounces;  forwarded  to 

Seattle,  Washington;  special  delivery  . . . (7) 


8*  A 2 -ounce  magazine  delivered  to  the  office, 

forwarded  to  Salem,  Massachusetts  • • (8) 

9.  A letter;  1 ounce;  returned  from  local 
address;  forwarded  to  Detroit,  Michigan, 

special  delivery  .......  (9) 


10.  A letter;  1 ounce;  delivered  to  the 

office  (wrong  address)  opened  by  mistake, 

forwarded  to  Albany,  New  York (10) 


11.  A package;  5 ounces;  Insured  for  $10; 

Special  Handling;  to  St.  Paul,  Minnesota  . . (11) 
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12.  A package;  10  ounces;  Special  Handling; 

to  Las  Vegas,  Nevada  (12) 


13.  A catalog;  6 ounces;  with  a letter 

attached;  1 l/4  ounces;  to  Jacksonville, 

Florida (13) 


14.  A letter,  2 ounces;  air  mail  to 

Canal  Zone . . (14) 


15.  A bond  and  letter,  registered  for  $1000; 

2 ounces;  to  Boise  City,  Idaho  . (15) 


16.  A magazine,  10  ounces;  bearing  notice  of 
’’Second-Class  Matter’’;  to  Annapolis, 

Maryland  • ••••••••«•••••••••  (16) 


17.  A C.  0.  D.  package,  3 pounds,  for  $17;  to 

Cincinnati,  Ohio  ..•••••••  • (17) 


18.  Magazines,  10  ounces;  to  Lincoln,  Nebraska; 
unsealed;  with  important  articles  in  the 

magazines  starred  (18) 


19.  A package;  magazines,  12  ounces,  to  Butte, 

Montana;  sealed  in  large  flat  envelope  ....  (19) 


20.  A package;  magazines,  8 ounces,  to 

Baltimore,  Maryland;  unsealed;  with  comments 

written  in  the  margin  of  the  articles  ....  _____  (20) 


21.  A package;  magazines,  15  ounces;  to  St. 

Augustine,  Florida;  wrapped  in  an  envelope 
slit  at  the  ends  with  the  wrapper  marked 

’’Marked  Copy” (21) 


22.  A package,  21  ounces;  insured  for  $35;  to 

Madison,  Wisconsin;  unsealed;  containing  an 
invoice  with  the  notation  "Checked  items 

not  in  stock" (22) 


23.  A package,  18  ounces,  insured  for  $50, 
to  Decatur,  Illinois;  sealed;  bearing  a 
printed  label  of  contents  and  permission 

for  postal  inspection  •••••  (23) 
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24.  A package,  5 ounces;  registered  for  $75; 
to  Beverly  Hills,  California;  sealed;  no 

writing  enclosed  . . . . . (24) 


25.  A package,  25  ounces;  to  Topeka,  Kansas; 
unsealed,  with  a shipper’s  list  en- 
closed; insured  for  $50  (25) 


26.  A mimeographed  letter,  2 ounces,  to 

Burlington,  Vermont;  unsealed ___ __  (26) 


27.  A circular,  1 l/4  ounces;  to  Dubuque, 

Iowa;  with  typewritten  date,  inside 

address,  and  penwritten  signature  • (27) 


28.  A handwritten  letter,  2 ounces,  to  San 

Francisco,  California,  air-mail,  special 

delivery (28) 


29.  A catalog  (28  pages),  5 ounces,  to 

Philadelphia,  Pennsylvania,  unsealed  (29) 


30.  A package  of  books,  18  pounds,  to 

Cleveland,  Ohio;  special  handling,  in- 
sured for  $35  (30) 


31.  A package,  8 pounds;  to  Superior, 

Wisconsin,  unsealed;,  special  delivery, 

insured  for  $50  •••••••••••••••  (31) 


32.  A catalog  (30  pages),  10  ounces; 

to  Dallas,  Texas;  unsealed (32) 


33.  A pen  corrected  copy  of  a two-page 

printed  price  list,  1 ounce,  to  St.  Louis, 

Missouri  ••••••••••  ...  (33) 


34.  A carbon  copy  of  a letter,  1 ounce, 

to  Washington,  D.  C ______  (34) 


enclosing  bonds  valued  at  ^800;  registered 
for  full  indemnity;  return  receipt  re- 
quested showing  address  where  delivery  made  . ______  (35) 


Total  $ 


' 


: 

: 


. 
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Assignment  10 
LETTERS  (CONCLUDED) 


An  analysis  of  the  placement  of  the  various  parts  of  the 
letter  on  page  A10-3  will  review  line  and  marginal  location 
of  the  parts  of  business  letters  discussed  and  illustrated  in 
Assignment  3,  as  well  as  introduce  the  following  parts  some- 
times required  because  of  the  nature  of  the  subject  matter  of 
the  letter  or  the  desire  of  the  writer® 

(1)  Personal  Attention  Line 

(2)  Official  Business  Title  of  Recipient 

(3)  Subject  Line 

(4)  Enclosure  Notation 

(5)  Postscript  Notation 

(6)  Carbon  Copy  Notation 

Referring  to  the  letter  on  page  A10-3 , study  the  line  and 
marginal  location  of  each  part  listed  above  as  it  is  discussed 
below.  For  ready  identification,  a figure  within  parentheses 
is  typed  in  the  margin  opposite  the  part  to  which  it  refers. 

(1)  The  Attention  Line  is  used  when  it  is  desired  to  address 
a letter  to  a company,  or  firm,  but  at  the  same  time  have 
it  brought  to  the  attention  of  a particular  individual  in 
the  organization.  This  information  enables  the  incoming 
Mail  Clerk  to  route  it  directly  to  the  person,  or  to  the 
department  concerned,  thus  saving  time. 

The  Attention  Line  logically  constitutes  a part  of  the 
Inside  Address  but  is  typed  two  line  spaces  below  the  In- 
side Address,  flush  with  the  left  margin.  The  word 
"Attention”  is  not  followed  by  a mark  of  punctuation  and 
may  or  may  not  be  followed  by  the  word  ”of.”  No  punctua- 
tion mark  follows  the  Attention  Line. 

The  selection  of  a Salutation  when  an  Attention  Line  is 
used  depends  upon  the  Inside  Address  and  not  the  Attention 
Line;  as, 

Watson  & Parker,  Inc. 

295  Main  Street 

St.  Louis,  Missouri 

Attention  Mr.  ’John  Grant,  Chief  Clerk 


Gentlemen 
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(2)  If  the  letter  Is  being  written  to  an  individual,  the 
Official  Business  Title  (if  used) 

(a)  may  follow  the  first  line  of  the  Inside  Address; 
as, 

Mr*  Charles  Evans,  Manager 
Metropolitan  Auto  Sales,  Inc* 

386  Arlington  Street 
Buffalo  6,  New  York 

(b)  or  may  be  made  a part  of  the  second  line;  as, 

Mr*  Richard  T.  Blackstone 
Manager,  Jones  & Blake,  Inc. 

572  Maple  Street 
Kansas  City,  Missouri 

Selection  of  either  of  the  above  depends  upon  which 
arrangement  gives  a better  balance. 

If  the  letter  is  addressed  to  a firm  and  an  Attention 
Line  is  used,  the  Official  Business  Title  (if  used) 

(a)  may  be  used  alone;  as. 

Metropolitan  Auto  Sales,  Inc. 

386  Arlington  Street 
Buffalo  6,  New  York 

Attention  Credit  Manager 

Gentlemen: 

(b)  or  with  the  name  of  the  individual  holding  the 
title;  as. 

Bay  State  Cleaners,  Inc. 

47  Washington  Street 
Boston,  Massachusetts 

Attention  Mr.  John  Rowe,  Manager 


Gentlemen 
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JORDAN  & COMPANY 

2 1 9 Main  Street 
Boston,  Massachusetts 

August  7,  19xx 


Watkins  & Sons,  Inc. 

195  North  State  Street 
St.  Louis  10,  Missouri 

(2) 

(1)  Attention  Mr.  Charles  Edwards,  Chief  Clerk 
Gentlemen: 

(3)  Subject:  Arrangement  of  Parts  of  a Letter 

An  analysis  of  the  placement  of  the  various  parts  of 
this  illustrative  letter  will  reveal  the  line  and  marginal 
location  of  all  those  parts  essential  to  all  business  let- 
ters as  well  as  those  parts  which  because  of  the  nature  of 
the  subject  matter  or  the  desire  of  the  writer  are  also 
necessary. 

The  modified  block,  or  semiblock,  style  of  letter  ar- 
rangement, of  which  this  letter  is  an  example,  leads  in 
popularity  with  leading  authorities  and  well-established 
recognized  business  firms  because  of  its  adaptability, 
ease  of  arrangment,  and  appearance. 

Pull  details  may  be  found  in  the  enclosed  copy  of  our 
Office  Manual. 

Very  truly  yours, 

JORDAN  & COMPANY 


H.  E.  Stewart 
Correspondence  Clerk 

ti 

(4)  Enclosure 

(5)  P.  S.  A thorough  knowledge  and  understanding  of  this 
style  of  letter  arrangement  will  enable  an  employee  to  ad- 
just it  quickly  to  the  form  used  by  any  firm  or  department. 

(6)  ce  Personnel  Department 
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If  the  attention  Line,  by  using  the  individual's  name  and 
his  title,  would  be  so  lengthy  as  to  give  the  letter  an 
unbalanced  appearance,  the  Attention  Line  may  be  divided; 
as,  (f 

Jones  & Blake,  Inc* 

572  Maple  Street 
Kansas  City,  Missouri 

Attention  Mr*  Richard  T*  Blackstone 
Credit  Manager 


Gentlemen: 

(3)  The  Subject  Line  is  placed  two  line  spaces  below  the  Salu- 
tation Line  in  the  position  of  a paragraph--indented  five 
spaces  from  the  left  margin— and  underscored* 

The  word  ’’Subject"  is  followed  by  a colon,  but  the  Subject 
Line,  as  a whole,  is  considered  a manuscript  title  and 
therefore  requires  no  period  at  the  end* 

(4)  "Enclosure1*  is  typed  one  or  two  (space  permitting)  line 
spaces  below  the  Identification  Initials  when  an  enclosure 
is  mentioned  in  a letter* 

When  there  are  two  or  more  enclosures  mentioned,  the  num- 
ber is  indicated  by  typing  the  appropriate  figure  after 
"Enclosures";  as. 

Enclosures  2 
Enclosures  4 

(5)  The  Postscript  may  be  used  to  lend  emphasis  because  it  is 
no  longer  considered  afterthoughts*  It  is  written  two  line 
spaces  below  the  Identification  Initials,  or  the  Enclosure 
Notation  if  the  latter  is  used,  in  the  position  of  a para- 
graph, and  begins  with  the  abbreviation  "P*  S." 

(6)  A Carbon  Copy  Notation  is  written  two  line  spaces  below 
the  identification  Initials,  the  Enclosure  Notation,  or 
the  Postscript,  whichever  immediately  precedes  it. 

The  Carbon  Copy  Notation  may  be  omitted  on  the  original 
and  typed  only  on  the  carbon  copies  by  disengaging  the 
paper  release,  sliding  the  original  copy  out  of  the  type- 
writer, re-engaging  the  paper  release,  and  typing  the  no- 
tation on  the  back  of  the  first  sheet  of  carbon  paper* 


It  is  sometimes  necessary  to  send  a letter  "In  care  of" 
another  person.  This  is  particularly  true  when  the  addressee 
is  receiving  his  mail  at  a temporary  address. 

If  a letter  is  sent  "In  care  of,"  such  information  is 
made  a part  of  the  Inside  Address  and  is  necessary  on  both 
the  envelope  and  the  letter.  The  abbreviation  (c/o)  is  used 
for  "In  care  of";  as. 

Miss  June  Roberts 
c/o  Mr.  L.  T.  Murphy 
326  Bay  State  Drive 
Boston  15,  Massachusetts 
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August  8 


Mr.  Miller  (Credit  Division):  "Send  this  form  letter  (#1)  to 

the  customer  In  this  memo  (*2) . Call  it  to  the  attention  of 
Richard  Wentworth,  Treasurer. 

"Incidentally,  add  as  a postscript  this  sentence:  ’On  second 

thought,  why  not  use  the  enclosed  envelope  for  an  order  also?’ 

"Make  an  extra  carbon  copy  and  send  it  to  Alex  Fisher,  Plaza 
Hotel,  Hartford.  He  is  our  salesman  in  that  territory,  and  I 
want  him  to  know  we  are  sending  this  letter." 


Mote:  Make  the  "cc"  notation  on  the  carbon  copies  only. 

(*2) 


Office 

Memorandum 

JORDAN  & COMPANY 
• BOSTON,  MASSACHUSETTS 

TO  : 

Mr.  Miller 

DATE:  August  6,  19XX 

FROM  : 

Mr.  Bentley 

SUBJECT: 

Inactive  Account 

As  a result  of  a routine  analysis  of  our  ac- 
counts, particularly  those  which  have  become  inac- 
tive, the  following  account  is  being  forwarded  to 
you  for  whatever  action  you  deem  necessary: 

Date  of  Last  Order 

David  Donnelly  & Son  April  8 

18  Dover  Street 
Hartford,  Connecticut 

cf 

J ♦ A • B • 

(*1) 


Sales  Letter  No,  5 


Subject;  Our  Business  Relations 

Recently  no  orders  have  been  received  from  you.  To 
be  more  specific,  reference  to  your  account  gives  the 
date  of  your  last  order  as 

There  must  be  some  reason  why,  and  we  are  making 
this  "straight-from-the-shoulder"  attempt  to  learn  what 
it  is. 

Perhaps  the  lack  of  orders  is  the  direct  result  of 
local  conditions  affecting  the  volume  of  your  sales. 

Then  there’s  the  possibility  that  you  may  have  become 
dissatisfied  about  something — our  merchandise,  our 
prices,  our  service! 

Could  it  be  that  we  have  offended  you?  Our  efforts 
to  serve  our  customers  in  the  best  possible  manner  are 
always  sincere.  Therefore,  we  feel  that  we  can  expect  a 
continuance  of  their  patronage.  But  should  you  have  ex- 
perienced any  unpleasantness,  your  frank  criticism  is 
solicited  and  will  be  greatly  appreciated. 

Won’t  you  help  us  by  giving  an  explanation  in  the 
enclosed  self-addressed  envelope. 

Very  truly  yours. 


NOTE:  Refer  to  page  A10-8,  A WORD  ABOUT  ENCLOSURES 
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A WORD  ABOUT  ENCLOSURES 


A letter  should  have  all  of  its  enclosures  appended 
before  it  is  sent  for  signature  or  approval*  Should  it  be 
necessary  to  send  a letter  forward  without  the  enclosures, 
a note  listing  the  missing  ones  is  typed  and  clipped  to  the 
top  of  the  letter.  This  practice  serves  a dual  purpose: 

1.  It  informs  the  employer  that  the  enclosures 
have  not  been  overlooked. 

2.  It  reminds  the  typist  to  hold  the  letter  un- 
til the  necessary  enclosures  are  attached, 

A list  of  the  commonest  enclosures  is  given  below  with 
a method  for  forwarding  them  with  a letter. 

Business  Papers 


Checks 

Drafts 

Notes 


) Paper-clipped  to  face  of  letter. 


Trade  Acceptances 


Bills  of  Lading 
Invoices 
Statements 
Copies  of  Corres- 


pondence 


) If  small  enough  not  to  cover 
) body  of  letter,  paper-clipped 
) to  face  of  letter. 

) 

) If  letter-sized,  paper-clipped 
) to  back  of  letter. 


Coins 


(a)  Placed  in  coin  card  and 
paper-clipped  to  face  of 
letter;  or. 


(b)  Affixed  to  top  corner  of 
face  of  letter  by  trans- 
parent tape. 


Currency 

Envelopes 


Paper-clipped  to  face  of  letter. 


Flap  of  envelope  to  be  enclosed 
over  face  of  letter  with  flap 
of  mailing  envelope  over  both. 


Stamps 


Paper-clipped  to  top  corner  of 
face  of  letter,  preferably 
wrapped  in  waxed  paper. 


All-1 


Assignment  11 

SECOND  AND  SUCCESSIVE  PAGES  OP  A LETTER 


Care  must  be  exercised  to  preserve  the  balance  on  subse- 
quent pages  of  a letter  that  cannot  be  completed  on  one  sheet* 
The  following  guides  should  be  observed: 

1.  Letterhead  paper  should  not  be  used  for  second 
and  subsequent  pages,  but  the  paper  should  be  of 
equal  quality  as  the  Letterhead  page* 

2*  The  Reference  Lines  of  each  subsequent  page 
should  contain  the  following  Information: 

Name  of  Addressee 

Page 

Date 

3*  The  first  reference  line  on  subsequent  pages 
should  be  typed  about  one  and  one-half  Inches 
down  on  the  sheet* 

4*  The  body  of  the  letter  should  be  continued  four 
line  spaces  below  the  Reference  Lines* 

5*  Avoid  ending  a page  with  a hyphen* 

6*  If  a paragraph  breaks  at  the  bottom  of  a page, 
there  should  be  no  fewer  than  two  lines  on  the 
first  page  and  no  fewer  than  three  lines  on  the 
subsequent  page* 

7*  A second-page  carbon  copy  should  be  placed  on 
the  back  of  the  first -page  carbon  copy  to 
conserve  paper  and  filing  space. 


All-2 


August  9 


Mr*  Walker  (Sales  Division):  "Send  Sales  Letter  No*  1 (**1)  to 

the  customer  I have  listed  on  this  slip  of  paper  (■h-2).u 


(»1) 

Sales  Letter  No*  1 


Carefully  planned  advertising  brings  greatly  in- 
creased profits. 

Yet  there  is  one  form  of  advertising  often  over- 
looked which  reaches  its  objective  every  time  . . • 
which  makes  an  impression  every  time  • . • good,  bad, 
or  indifferent  • . . YOUR  LETTERHEAD. 

In  these  days  of  competitive  activities,  stationery 
designing  has  jumped  from  a minor  consideration  to  a 
very  important  place  in  the  sales  plan  of  any  company* 
There  are  dollars  and  cents  in  designs  carefully  planned 
and  thoroughly  followed  through. 

Your  letterheads  many  times  form  the  first,  and 
(it’s  not  inconceivable),  sometimes  subconsciously— to 
be  sure— the  most  lasting  impression  of  your  firm.  They 
reflect  your  business  policies.  They  add  pulling  power 
to  your  sales  letters.  They  add  dignity  and  strength  to 
your  credit  and  collection  letters.  They  create  and 
build  good  will. 

If  your  present  letterhead  is  planned  to  fill  the 
above  requirements,  then  you  are  all  set  to  get  the 
maximum  of  effectiveness  both  from  direct-mail  cam- 
paigns and  from  your  regular  business  correspondence. 

But  if  they  are  not  so  designed,  why  deprive  your- 
self of  such  advantages  when  they  can  be  so  readily  ob- 
tained? 

JORDAN  & COMPANY  have  been  designing  and  executing 
business-getting  letterheads  for  almost  fifty  years  and 
are  ready  to  place  this  experience  at  your  disposal  to 
bring  you  greater  profits. 

The  dignity  and  restraint  of  the  designs  of  this 
company  attract  attention  in  themselves;  the  intelligent 

(Concluded  on  All-5 
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(*1- -concluded ) 


Name  of  Addressee 

Page 

Date 


use  of  a cut,  vignette,  or  a seal  fixes  the  product — 
and  its  maker--in  the  mind  of  a prospect,  and  re- 
establishes confidence  in  the  mind  of  a customer. 

Just  a line  in  the  enclosed  self-addressed  envelope 
saying  that  you'd  like  to  have  our  salesman  call  is  all 
that  is  necessary  to  capitalize  on  the  excellent  adver- 
tising possibilities  of  a good  strong  letterhead. 

Very  truly  yours, 


(«8) 


Notes:  Refer  to  All-4,  WHICH  ENVELOPE  TO  USE? 

Refer  to  A 10-8,  A WORD  ABOUT  ENCLOSURES 


All-4 


WHICH  ENVELOPE  TO  USE? 


Use  No.  10: 


1.  For  Interoffice  Memoranda. 

2.  For  letters  written  on  8 1/2"  x 7 1/4" 
paper. 

3.  For  letters  with  enclosures. 

a.  If  the  enclosure  is  a self-addressed 
envelope,  the  enclosed  envelope 
should  be  a No.  6 3/4. 

4.  For  letters  of  two  or  more  pages. 

Use  No.  6 3/4: 

1.  For  a one-page  letter  written  on 

8 1/2"  x 11"  paper  with  no  enclosures,  or 
with  enclosures  requiring  no  folding. 


2.  See  3a  above 
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DOMESTIC  TELEGRAMS 


Although  mail  furnishes  one  means  of  conveying  written 
comrauni cat  ions,  many  business  transactions  require  a form  of 
communication  that  is  far  more  rapid  than  mail*  Because  of 
its  speed,  time-saving,  and  directness,  the  telegram  has  be- 
come a widely  used  device* 

Telegrams  may  be  sent  to  all  points  in  the  United  States, 
as  well  as  to  Mexico,  Canada,  and  Alaska. 


Domestic  service  is  divided  into  several  classes*  The 
following  chart  lists  each  type  of  service.  In  order  of  trans- 
mission priority,  with  a brief  description  of  each  class: 


DOMESTIC  TELEGRAM  MESSAGES 

Class  of  Description  of  Sasis  for 

Service Service Charge 


Pull-rate 
or  Fast 
Telegram 


A full-rate  expedited  ser- 
vice* Sent  immediately  at 
any  time,  day  or  night,  and 
takes  precedence  over  all 
other  classes  of  domestic 
service. 


10  words  plus  ad- 
ditional charge  for 
each  additional 
word* 


Serial 

(SER) 


Day 

Letter 

(DL) 


A series  of  telegrams  filed 
on  the  same  day  by  the  same 
sender  to  the  same  ad- 
dressee* 


Aggregate  of  50  words 
to  1 addressee  in  1 
day;  minimum  of  3 
sections;  15  words  to 
a section.  If  only 
one  installment  is 
sent  in  one  day,  it 
is  charged  as  a full- 
rate  telegram. 


A deferred  service.  Sub- 
ordinated in  time  of  trans- 
mission to  full-rate  tele- 
grams and  serials.  Ordin- 
arily delivered  the  same 
day  that  the  message  is 
filed*  May  be  used  at  any 
time  of  day  or  night. 


50  words  plus  ad- 
ditional charge  for 
each  additional  10 
words. 
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Class  of  Description  of  Basis  for 

Service Service Charge 


100  words  plus  ad- 
ditional charge  for 
each  additional  5 words. 


Aggregate  of  100  words 
to  1 addressee  in  1 day; 
minimum  of  3 sections, 

30  words  to  a section. 

25  words  plus  ad- 
ditional charge  for 
each  additional  5 words. 


15  words  plus  additional 
charge  for  each  addi- 
tional word. 

A tour ate  telegram  is  used  in  reporting  the  sender's  prog- 
ress  of  his  trip,  and  may  be  sent  to  any  destination  in  the 
United  States  that  has  a telegraph  office.  Traveling  business- 
men use  this  service  when  reporting  to  their  home  offices  on 
itineraries.  A telegram  requesting  a hotel  or  transportation 
reservation  is  a variation  of  this  class  of  service  and  is 
subject  to  the  same  rates  and  conditions. 

4 

Rates S Tables  of  rates  for  each  type  of  service  may  be 
secured  from  the  local  telegraph  office. 

In  preparing  telegrams: 

1.  Indicate  the  kind  of  service  the  message  is  to  re- 
ceive by  typing  "X"  in  the  proper  block  under  "Class 
of  Service  Desired"  in  the  upper  left  corner  of  the 
blank. 

2.  Without  sacrificing  clarity,  reduce  the  message  to 
as  few  words  as  possible. 

3.  Avoid  unusual  abbreviations  and  contractions  to 
prevent  misunderstandings. 

4.  Do  not  divide  any  word  by  a hyphen  at  the  end  of 
a line. 


Longram 


Longram 

Serial 

(LOSER) 


A special  type  of  day 
letter  designed  for  the 
economical  transmission 
of  long  messages. 


Night  Accepted  up  to  2:00 

Letter  a.m.  for  delivery  not 

(NL)  earlier  than  the  fol- 

lowing morning. 

Tourate  See  paragraph  below. 
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5*  Express  figures  for  numerals  instead  of  writing  them 
out  as  words* 

6.  Always  spell  out  East*  West.  Souths  and  North* 

7*  Type  the  address  and  telephone  number  of  the  sender 
in  the  lower  left  comer  of  the  telegram  unless 
spaces  are  provided  for  them  elsewhere  on  the 
blank* 

8*  The  following  characters  may  be  used  in  telegraph 
messages: 

(a)  All  letters  of  the  English  alphabet* 

(b)  The  Arabic  numerals,  0 to  9. 

(c)  The  following  punctuation  marks:  comma, 

period,  colon,  semicolon,  dash,  hyphen, 
quotation  marks,  parentheses,  question 
mark,  exclamation  point,  and  apostrophe* 

(d)  Other  characters:  $ / & % # 1 (indicating 

feet  or  minutes)  and  n (Indicating  inches 
or  seconds)* 
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(1) 

(2) 


)/ Jordan  & Company $ 

WESTERN" 
UNION 

A.  N WILLIAMS 
PRESIDENT 

Send  the  following  telegram,  subject  to  the  terms  on  back  hereof,  which  are  hereby  agreed  to 

(3)  Boston,  Massachusetts 

(4)  August  13,  19xx 


J— 

CHECK  V. 

ACCOUNTING  INFORMATION 

TIME  FILED 

r 

Robert  T.  Jenkins 
Packard  & Moore,  Inc. 

(5)  187  School  Street 
Cleveland,  Ohio 

(6)  Reply  by  Western  Union  earliest  shipping  date  our  order  No.  81249 
dated  August  1. 

(7)  Walter  B.  Benson 
Jordan  & Company 

(8)  219  Main  Street 

CO  2-2345 


A PROPERLY  ARRANGED  TELEGRAM 

(1)  To  whose  account  the  telegram  is  to  be  charged* 

(2)  Class  of  service. 

(3)  Point  of  origin. 

(4)  Date. 

(5)  Name  and  address  of  addressee. 

(6)  Body. 

(7)  Signature. 

(8)  Address  and  telephone  number  of  sender. 


Counting  the  Words 


Charges  for  domestic  telegrams  are  based  on  the  number  of 
words  In  a message*  It  Is  Important,  therefore,  to  know  how  to 
determine  the  chargeable  words* 

1*  The  necessary  address  and  the  signature  are  sent 
without  charge* 

2.  The  single  count  of  words  applies  only  to  dictionary 
words  in  the  English,  German,  French,  Italian,  Dutch, 
Portuguese,  Spanish,  and  Latin  languages,  regardless 
of  length* 

3*  A group  of  letters  not  forming  a dictionary  word  in 
any  of  the  eight  languages  is  counted  at  the  rate 
of  one  word  for  every  five  letters  or  fraction  of 
five  letters.  A punctuation  mark  in  any  such  group 
of  letters  is  not  counted,  nor  does  it  divide  the 
letters  into  groups  for  counting  purposes  unless  the 
punctuation  mark  is  followed  by  a space* 


A ••••••1  word  F.O.B .1  word 

ACDFG  ••••••••*1  word  FOB  •*•••••1  word 

CGOTEF,  ••••••••2  words  F*  0*  B*  * * * * 3 words 


alrlte  (all  right).  • • 2 words  tis  (it  is)  • • • 2 words 

4*  A combination  of  dictionary  words  is  counted  according 
to  the  number  of  words  in  the  combination*  This  rule 
applies  to  trade  names  also* 


Full-rate  * * * 2 words 

Postoffice  •••••«***«*2  words 

Truckload * * * * . 2 words 

Station  to  station*  ••••••*3  words 

Dp  to  date*  *«*..******3  words 

and/or*  * * 3 words 

Hold-Tite  ***.2  words 


5*  Proper  names  are  counted  according  to  the  number  of 

words  and  initials  they  contain*  Two  or  more  initials 
that  are  written  together  without  spacing,  however, 
are  counted  as  one  word* 
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NAMES  OP  PERSONS 


George  G.  Walker.  .3  words 

J.  T.  White  3 words 

J.T.  White 2 words 

Ralph  Mac  Adams • • 3 words 

Ralph  MacAdams.  ••••••••2  words 

Walter  O'Brien  (apostrophe  is 

punctuation) ...  2 words 

LOCATION  AND  GEOGRAPHIC  NAMES 

Scott  Field  .•••••••••2  words 

United  States  2 words 

St.  Louis  •••••••••••2  words 

New  York  City  •••••••••3  words 

Providence,  R.I.  • •••••3  words 

Providence,  R.I.  ••••.••2  words 

Newburyport  ••••••••••1  word 

San  Francisco  •••••*•••2  words 


6.  The  following  punctuation  marks  written  as  such  and 
not  as  words  are  transmitted  without  charge. 


• (period  or  decimal  point) 
? (question  mark) 

: (colon) 

n (quotation  marks) 

' (apostrophe) 


()  (parentheses) 

, (comma) 

5 (semicolon) 

- (hyphen  or  dash) 

! (exclamation  point) 


A message  written  in  paragraphs  is  transmitted  as 
written,  and  there  is  no  additional  charge. 


7.  Groups  of  figures  and  mixed  groups  of  figures,  le  tters, 
and  other  characters  are  counted  at  the  rate  of  one 
word  for  each  five  figures,  characters,  or  letters. 
Fractions  can  be  transmitted  only  by  use  of  the 
diagonal  fraction  bar.  Therefore,  in  a mixed  number, 
the  fraction  should  be  separated  from  the  whole 
number  by  a hyphen. 


(YWCA)  (Parentheses  are  punctuation)  ....  1 word 

63074.  1 word 

LD-CTF  (Hyphen  is  punctuation)  •••••••  1 word 

2.3/L:T  (Period  and  Colon  are  punctuation)  • 1 word 

2c3F4.  • 1 word 
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3d • . . • 1 word 

1,000's  (Comma  and  Apostrophe  are 

punctuation) 1 word 

20-7/8  (Hyphen  is  punctuation)  1 word 

20|-  (transmitted  as  20  1/2).  ••••...  2 words 

B&O .1  word 

B & 0 ...3  words 

$3,500  (Comma  is  punctuation)  1 word 

25^ 1 word 

#609  1 word 

$20.75  .....  1 word 

$207.50  2 words 


Required  Copies 

Usually  a minimum  of  three  oopies  of  a telegram  is  re- 
quired: 

1.  An  original  for  the  telegraph  company. 

2.  A copy  for  the  files. 

3.  A copy  for  the  Accounting  Department  (if  the 
office  has  a charge  account  with  the  telegraph 
company ) • 

However,  other  copies  may  be  required  to  enclose  with  a 
letter  of  confirmation,  or  to  send  to  interested  departments, 
etc.,  and  the  number  of  such  additional  copies  should  be  de- 
termined in  advance  by  the  typist. 

NOTES:  The  number  of  words  in  the  telegram  should  appear 

.on  the  last  two  copies. 

On  the  copies,  but  not  on  the  original,  place  the 
typist's  initials  as  on  a letter. 

To  conserve  telegram  blanks  which  are  furnished 
by  the  telegraph  office,  half  sheets  of  plain 
typing  paper  are  used  for  copies. 

Copies  should  be  labeled  as  "Accounting  Depart- 
ment," "Files,"  etc.,  and  the  class  of  service 
should  be  indicated  by  the  "x." 

Overseas  Telegraph  Service 

For  rapid  telegraphic  communication  with  countries  other 
than  Mexico,  Canada,  and  Alaska,  cablegrams  or  radiograms  are 
used. 
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These  overseas  telegraph  communications,  known  as  inter- 
national service  (INTL),  are  handled  by  local  telegraph  offices. 
An  employee  who  uses  international  service  frequently  should 
procure  from  the  nearest  telegraph  office  literature  concerning 
this  service,  and  familiarize  himself  wi th  the  classes  of  ser- 
vice, the  ways  of  composing  messages,  the  counting  of  chargeable 
words,  the  filing  of  the  messages,  and  the  difference  in  time 
between  the  place  where  a cablegram  is  to  be  filed  and  the  place 
where  it  is  to  be  delivered. 
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August  15 


Mr*  Edwards  (Personnel  Division):  "I  shall  be  attending  a busi- 

ness convention  in  Chicago  for  three  days  beginning  August  16* 
Send  this  wire  (*1)  to  the  Hotel  Waldorf,  638  Park  Drive, 
Chicago. " 


Mr*  Thompson  (Correspondence  Division):  "Send  this  wire  (*1)  to 

our  Hartford  branch." 
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Mr*  Miller  (Credit  Division):  "Send  this  wire  (*1)  to  our 

Portland  branch," 

Note:  S.  D.  B,  L,  means:  "Sight  draft  bill  of  lading  at- 

tached. " 
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Assignment  13 


PILING 


A working  knowledge  of  filing  is  invaluable  to  the  account- 
ant and  bookkeeper  as  well  as  the  secretary  and  stenographer. 

The  accountant  must  know  the  source  of  each  entry  made  by  his 
bookkeepers  and  clerks  and  sometimes  that  requires  locating  and 
referring  to  the  original  papers  from  which  the  record  was  made. 

Filing  is  simply  a system  which  enables  one  to  put  letters, 
records,  bills,  documents,  catalogues,  and  various  other  papers 
into  some  container  in  such  a logical  order  that  they  may  be  re- 
ferred to  with  precision. 

Papers  may  be  arranged  for  filing  according  to  a number  of 
methods,  the  system  chosen  depending  upon  the  needs  of  the 
particular  business— how  the  correspondence  or  data  will  be 
called  for. 


A knowledge  of  alphabeting  principles  is  very  useful  not 
only  in  filing  but  in  many  kinds  of  office  and  personal  work. 

An  office  employee  needs  to  apply  these  principles  in  filing, 
getting  information  from  reference  books,  preparing  lists 
alphabetically,  finding  telephone  numbers,  etc. 

When  alphabetical  filing  is  used,  the  material  is  sorted 
according  to  the  letters  of  the  alphabet.  Guides  of  heavy 
cardboard  or  pressboard  are  arranged  in  the  files  in  accordance 
with  the  letters  of  the  alphabet.  The  folders  containing  cor- 
respondence are  then  placed  in  alphabetical  order  behind  the 
proper  guides.  The  number  of  guides  is  not  limited  to  the 
twenty-six  letters  in  the  alphabet.  Each  alphabetical  letter 
may  be  subdivided,  such  as: 


ALPHABETICAL  FILING 


A 


B 


Aa  - Am 

Acme  Laundry  Company 


Adams,  John  R. 
Adams,  Ralph  G. 
Alden  Ice  Cream 


Ba  - Bd 

Baker,  Russel  T. 
Banister  & Clifford 
Baxter  & Son,  Inc. 


An  - Az 

Anderson  Printing  Company 
Auto  Supply  Company 
Ayer  Products,  Inc. 


Be  - Bf 

Benner,  Alice  (Mrs.) 


Etc, 
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Cross  Reference.  When  indexing  for  filing,  it  is  often 
necessary  to  enter  names  or  subjects  in  more  than  one  place, 
or  to  indicate  location  of  material  pertaining  to  related 
subjects.  That  is,  information  pertaining  to  a particular 
piece  of  correspondence  might  be  indexed  under  more  than  one 
title. 


In  such  a case,  it  is  necessary  to  make  out  a Cross- 
Reference  Sheet  to  the  second  title,  preferably  on  a colored 
sheet  of  paper. 

For  example:  The  legal  name  of  a married  woman  is  the 

one  that  is  considered  in  filing  correspondence  pertaining 
to  her,  and  the  husband's  name  is  cross-referenced. 

As  Written  As  Indexed 

Mrs.  Anna  A.  Brooks  Brooks,  Anna  A.  (Mrs.) 

(Mrs.  Charles  P. ) 

Cross  Reference 


Brooks,  Charles  P,  (Mrs.) 

See--Brooks , Anna  A.  (Mrs.) 

A library  would  probably  have  a Cross-Reference  Card  in 
its  Card  Index  File  Box  for  Accounting  and  Bookkeeping  since 
these  two  titles  are  closely  related.  A Cross-Reference  Card 
in  the  A Section  reading  "Accounting 

See- -Bookkeeping"  simply  means 
that  all  information  pertaining  to  these  related  titles  is 
filed  under  Bookkeeping. 

Should  everything  be  filed  under  Accounting,  the  Cross- 
Reference  Card  located  in  the  B Section  would  read  accordingly; 
that  is,  "Bookkeeping 

See--Accounting" . 

Indexing  is  a process  preliminary  to  the  actual  filing 
process,  although  the  two  are  carried  on  almost  simultaneously 
so  that  it  is  almost  impossible  to  separate  one  from  the  other. 

Indexing  is  determining  (1)  what  constitutes  each  unit 
of  a title  or  name  and  (2)  the  order  or  arrangement  of  each 
unit. 
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INDEXING  AND  FILING  RULES 


1.  To  file  an  individual’s  name,  transpose  the  name  of  the  in- 
dividual considering  surname  first,  following  the  strict 
alphabetical  order  to  the  last  letter  of  the  first  unit; 
then  given  name  or  first  initial;  and  middle  initial  or 
name,  if  given. 


2. 


1st 

2d 

3d 

Name 

Unit 

Unit 

Unit 

B.  A.  Tabor 

Tabor 

B. 

A. 

E.  Adam  Tabor 

Tabor 

B. 

Adam 

Ben  A.  Tabor 

Tabor 

Ben 

A. 

Fred  T.  Talbot 

Talbot 

Fred 

T. 

Charles  Taylor 

Taylor 

Charles 

Charles  G.  Taylor  Taylor 

Charles 

G . 

Notes:  (a)  In 

every  case  the  first  given 

name  or  initial 

must  precede  the  second  given 

name  or  initial 

(b)  An 

initial  precedes 

a name  beginning  with  the 

same  letter  as  the 

initial. 

(c)  A surname  with  only 

one  given 

name  precedes 

the 

same  name  having  a middle 

initial  or  name 

Names  commencing 

with  De , de,  d' 

, D' , le,  0 

>'  , St . , Mac  , 

Von,  Le , M',  Fitz , Van,  L' , etc. 

, are  filed 

alphabetically 

as  they  are  spelled;  the  prefix 

is  considered  as  part  of 

the  surname  and 

not  separately. 

H.  0.  Macdonnel 

Macdonnel 

H. 

0. 

John  Mac  Dougal 

Mac  Dougal 

John 

George  Macy 

Macy 

George 

G.  F.  M’Adelle 

M’Adelle 

G. 

F. 

Thomas  KcNary  < 

McNary 

Thomas 

3.  Abbreviated  designations  (Jr.,  Sr.,  3d)  appearing  as  part  of 
the  name,  and  titles  or  degrees  whether  preceding  or  follow- 
ing the  name  (Dr.,  Miss,  Col.,  LL.  D.)  are  enclosed  in 
parentheses  after  the  given  name  or  initials,  and  are  not 
considered  in  indexing  and  filing. 


Miss  Ruth  B.  Oaks 
R.  G.  O’Connell,  Jr. 
Dr.  Ralph  Odell 
E.  G.  O'Donnell  III 
Capt.  Edward  G. 
O'Donnell 

Prof.  F.  A.  O' Dyer 


Oaks 

0 ' Connell 

Odell 

O'Donnell 

O'Donnell 
O' Dyer 


Ruth 

R. 

Ralph  (Dr.) 

E. 

Edward 

F. 


B.  (Miss) 

G.  (Jr.) 

G.  (Ill) 

G.  (Capt.) 
A.  (Prof.) 


A13-4 


Exception:  In  the  case  of  foreign  and  religious  titles 

where  only  the  title  and  a name  not  recognized 
as  a surname,  index  and  file  as  written,  cross- 
referencing  when  necessary. 


George  T.  Macy 

Macy 

George 

T. 

Madame  Cecille 

Madame 

Cecille 

Howard  A.  Madden 

Madden 

Howard 

A. 

M.  P.  Sisler 

Sisler 

M. 

P. 

Sister  Mary  Theresa 

Sister 

Mary 

Theresa 

Adam  Siswald 

Siswald 

Adam 

Hyphenated  surnames 
written  as  one  word. 

of  individuals 

are  indexed 

as 

though 

James  Ward,  Jr. 

Ward 

James  (Jr.) 

Henry  Ward -Hale 

Ward hale 

Henry 

Albert  G.  Wards 

Wards 

Albert 

G. 

The  legal  name  of  a 

married  woman 

is  the  one  considered  in 

filing,  cross-referencing  with  the 

husb  and  * s name , 

if  known 

Mrs.  Ella  F.  Atkins 

Atkins 

Ella 

(John) 

F. 

(Mrs. ) 

Cross-Reference 

Atkins 

John 

G. 

(Mrs. ) 

See : 

Atkins 

Ella 

F. 

(Mrs. ) 

To  illustrate:  Atkins,  Ella  (Mrs.) 

Atkins,  Fred  (Jr.) 

Atkins  & Graves,  Inc. 
Atkins,  John  (Mrs.) 

See:  Atkins,  Ella  (Mrs.) 
Atkinson  & Company 


A 13 -5 


August  13 


Mr*  Walker  (Sales  Division):  "Here’s  a list  of  names  of  people 

(•*1)  about  whom  I must  collect  some  special  data.  However, 
before  doing  so,  I’d  like  you  to  index  and  arrange  the  names 
in  alphabetical  order* 

’’Then  type  the  list,  double  spacing,  leaving  a left  margin 
of  about  fifteen,  and  the  rest  for  me  to  fill  in  the  data  I 
desire, ” 

Notes:  This  assignment  will  require  two  sheets;  therefore, 

do  not  crowd  the  top  and  bottom  margins* 

Always  cross-reference  the  name  of  a married  woman 
if  both  names  are  known. 


(»D 


Prof.  Gordon  D' Alessandro 

Miss  Mary  Macintosh 

Walter  Dale-Rae  III 

John  T.  Macy 

Rev.  Richard  Dale 

Ronald  McBride 

Miss  Mary  Dagostina 

Miss  Dorothy  D.  Macintosh 

J.  W.  Dagna,  Jr. 

Madame  Marcelle 

John  T.  D’Agosta 

Mrs.  Dorothy  Macintosh 

M.  A.  Dicicco 

(Mrs.  Walter  A.) 

Robert  Dickson 

Sidney  MacKay 

Charles  DeLano 

Miss  June  M’Adelle 

Lloyd  Dearborn 

Mrs.  Alyce  Macintosh 

Dr.  Thomas  Deane 

(Mrs.  Duncan  T.) 

T.  H.  De  Marco 

Frank  McMillian 

Albert  P.  de  Aragon 

Joseph  McIntosh,  Sr. 

George  De  Angelo 

W.  F.  MacKenzie 

George  P.  Marshall 

D.  W.  Stanley,  Jr. 

Madam  Ruby 

Charles  Stanley 

D.  John  Macintosh 

D.  Walter  Stanley,  Sr. 

Dr.  D.  F.  Stanley 

. 


. 

' 


Assignment;  14 


August  14 


Mr*  Walker  (Sales  Division);  "I'd  like  this  letter  (*1)  sent  to 
the  prospect  whose  name  I've  jotted  down  on  this  slip  of  paper 
(*2)." 

(»D 

Sales  Letter  No*  2 


Subjects  Your  Silent  Salesman 

Here*s  a startling  fact l 

Surveys  show  that  to  mail  the  average  business 
letter  costs  approximately  thirty-six  cents]  This  In- 
cludes the  dictator's  time,  the  stenographer's  time, 
office  overhead,  stationery,  and  a three-cent  stamp* 

Not  much  left  out  of  a half  dollar,  is  there? 

Therein  then  lies  the  importance  of  making  every 
letter  pay  you  full  returns  on  its  investment*  And  you 
can  insure  against  the  loss  of  that  investment  just  as 
you  can  insure  against  loss  by  fire  and  theftl 

But  first  ask  yourself,  "How  much  of  a selling  job 
is  it  possible  for  my  stationery  to  do?”  More  specif- 
ically, ask  yourself,  "Do  my  letterheads  effectively 
'package'  the  message  they  carry?" 

Every  day  your  letterhead  passes  through  the  hands 
of  prospects  and  customers  • • • creating  an  impression 
of  your  company  and  its  products.  Does  this  "salesman" 
make  a favorable  impression?  Does  "he"  carry  just  that 
little  additional  weight  and  distinction  which  swing 
business  your  way?  Are  you  entirely  satisfied  that  you 
are  getting  your  money's  worth  from  your  investment  of 
thirty-six  cents? 

JORDAN  & COMPANY  have  been  making  fine  letterheads 
for  nearly  half  a century  * . • on  crisp  bond  paper  * * 
with  perfection  of  details  of  both  illustration  and  let- 
tering * • • their  simplicity  creating  an  impression  of 
business  integrity,  dignity,  and  strength  ...  adding 
conviction  to  the  message  of  your  letters  • • • backing 
up  quality  with  their  own  unmistakable  quality. 

(Concluded  on  A14-2) 


A 14-2 


(*1- -concluded ) 


Name  of  Addressee 

Page 

Date 


AND--quite  contrary  to  popular  conception--it 
doesn’t  cost  to  have  a really  fine  letterhead--IT  PAYS: 

...  in  the  sense  of  satisfaction  it  brings; 

...  in  the  impression  it  makes  on  new  prospects; 

...  in  the  continued  good  impression  it  makes  on 
old  customers; 

...  in  the  sense  of  pride  it  gives  you  and  every 
employee  of  your  firm. 

Letterheads  by  JORDAN  & COMPANY  are  your  insurance 
that  each  and  every  letter  will  receive  the  attention  it 
deserves — over  and  above  its  utilitarian  service. 

You  owe  it  to  yourself  to  investigate  ...  todayl! 

Very  truly  yours, 


P.  S.  Our  phone  number  is  CO  2-2345  if  you  are  in 
immediate  need  of  stationery. 


A15-1 


Assignment  15 


August  15 

Mr.  Walker  (Sales  Division):  "Send  this  (-m-I)  as  a day  letter 

to  Milton  Dyer,  The  Ritz  Hotel,  359  Parkway  Drive,  San 
Francisco,  and  also  this  covering  letter  (#2)." 

Notes:  Refer  to  OFFICE  MANUAL,  Section  7,  for  the  correct 

writing  of  dates,  time,  and  amounts  of  money. 

Where  is  the  letter  to  be  sent? 

(»1) 

A 

Fly  to  Chicago  to  meetsM*i<  Robert  ^delson.  Bent- 
more  Hotel,  9:15  a.  m.,  August  19,  to  take  charge  of  dis- 
play at  convention.  Letter  waiting  there.  Draw  sight 
draft  for  $350.00,  expense  money.  State  Street  Trust 
Company,  San  Francisco. 


(-*2 — over) 


SPECIAL  NOTE 

Hhen  confirming  a telegram,  enclose  a copy  of  the  telegram 
with  the  letter  of  confirmation. 


l 


A 15-2 


(*8) 


This  willjconfirm  our  telegram  of  today  directing 
you  to  proceed  to  Chicago  and  authorizing  you  to  draw 
$350.00  on  us  at  the  State  Street  Trust  Company^^e-f^ 

San  Francisco. 

Mr.  Richard  Atwood^  who  was  to  have  charge  of  our 

display  at  the  Chicago  Convention  to  begin  August  20^ 

had  an  appendectomy  performed  this  morning,  so  will  be 
5 

unable  to  preside. 

Inasmuch  as  you  have  just  completed  a similar 

assignment  in  San  Francisco,  we  are  asking  you  to 

assume  the  responsibility  of  seeing  that  this  display 

is  as  successfully  conducted  as  the  one  in  San  Francisco 

Mr.  Adelson,  Mr.  Atwood's  capable  assistant,  has 

all  the  ^n^essar^pria^ter  ia  1 and  plans  for  the  execution 

of  this  display.  He  is  to  meet  you  at  9:15  a.  m.  , 

August  19,  at  the  Bentmore  Hotel,  and  will  give  you  the 
* 

dat^  and  whatever  help  he  can. 

Very  truly  yours, 


NOTE:  Refer  to  A10-8,  A WORD  ABOUT  ENCLOSURES 


A16-1 


Assignment  16 


I 


I 


FILING  AND  INDEXING  RULES 
(Continued  from  Assignment  13) 


6*  Articles  (a,  an,  the),  propositions  (in,  to,  by,  etc.), 
and  conjunctions  (and,  for,  &,  etc.)  are  disregarded  in 
indexing,  but  are  retained  in  the  titles. 

7.  Abbreviations  (Ltd.,  Co.,  Inc.,  Bros.,  Corp.,  St.  /Saint/, 
etc.)  are  written  as  such  but  treated  as  though  spelled 
out  in  full. 


Name 


1st 

Unit 


2d 

Unit 


3d 

Unit 


Sackett  fie  Son,  Inc. 
Sainter  & Joseph,  Ltd. 
St.  John  Bros. 

Wm.  St.  John,  Inc. 
Sears  & Co. 

Rev.  Fred  Sears 


Sackett 
Sainter 
Saint John 
Saint John 
Sears 
Sears 


Son  Incorporated 

Joseph  Limited 

Brothers 

William  Incorporated 

Company 

Fred  (Rev.) 


8.  In  filing  names  or  titles  in  relation  to  each  other,  con- 
sider first  units  only  unless  there  are  two  or  more  names 
with  duplicate  first  units.  Then  consider  the  spelling  of 
the  second  unit  to  decide  which  should  be  filed  first. 


All  Saints  Church 
All  Souls  Church 
Allegheny  Sales  Corp. 


All  Saints 

All  Souls 

Allegheny  Sales 


Church 

Church 

Corporation 


9.  Names  of  firms,  corporations,  and  institutions  that  do  not 
embody  full  names  of  individuals  are  indexed  as  written. 


Hardwick  Steel  Co. 
Harris  & Lawton 
Harrison  Bros.,  Inc. 


Hardwick 

Harris 

Harrison 


Steel 

Lawton 

Brothers 


Company 

Incorporated 


10.  Names  of  firms,  corporations,  and  institutions  that  do 

embody  full  names  of  individuals  are  indexed  according  to 
Rule  1 (refer  to  A13-3). 


J.  Johnson  Company 
James  Johnson  Sons 
John  Johnson  & Bros. 
John  Johnson  & Son 


Johnson  J. 

Johnson  James 

Johnson  John 

Johnson  John 


Company 

Sons 

Brothers 

Son 


A16-2 


11. 


Hyphenated  firm  names  are  indexed  and  filed  as  separate 

names . 


Hobson  8c  C-ray  Co. 

Dr.  Gene  Holason 
Hold-Tite  Screws 
Ho ldner-Howsrd  Co. 
Wm.  J.  Holdner,  Jr. 


Hobson 

Holason 

Hold 

Holdner 

Holdner 


Gray  Company 

Gene  (Dr.) 

Tite  Screws 

Howard  Company 
William  J.  (Jr.) 


12.  Titles  which  may  be  spelled  either  as  one  word  or  two  words 
(inter  state,  interstate)  are  treated  as  one  word,  cross- 
referencing  when  necessary. 


Interstate  Growers  Assn.  Interstate  Growers  Association 
Inter  State  Movers,  Inc.  Interstate  Movers  Incorporated 

13.  When  the  article  "The"  is  included  as  part  of  the  title, 

disregard  it  in  indexing,  placing  it  in  parentheses.  If  it 
is  the  initial  word  in  the  title,  place  it  at  the  end  of 
the  title  in  parentheses. 


The  Greenwood  Florist  Greenwood  Florist  (The) 

Van  The  Clothier  Van  (The)  Clothier 

Exception : In  the  case  where  a title  or  foreign  article  is 

the  initial  word  of  a firm  or  association  name, 
index  and  file  as  written. 


La  Duke  Shoppe 
La  Paloma  Company 
Ho7/ard  Lackner 
J.  Ladine  & Son 


La 

La 

Lackner 

Ladine 


Duke 

Paloma 

Howard 

J. 


Shoppe 

Company 

Son 


August  15 


Mr.  Walker  (Sales  Division):  "Here  is  smother  list  of  names  of 

people  (#1)  about  whom  I must  collect  some  special  data.  In- 
dex and  arrange  the  names  in  alphabetical  order  and  type  a 
list  of  them  similar  to  the  list  of  the  other  day." 

Note:  Refer  to  A13-5  for  arrangement  of  material. 

(»1) 


Allan-Hayward,  Inc. 

All  American  Fuel  Company 
All  American  Fabrics,  Inc. 
Col.  Harry  B.  Allan 
All  American  Food  Market 
Dr.  T.  H.  MacKinnon 
James  Makul  Company 
Midtown  Radio  Shop 
Mt.  Vernon  Lubritorium 
Major  E.  Z.  Meyer 
Mrs.  Frank  Meyer 
(Mrs.  Betty) 

M’Adaline  Fur  Shoppe 
Mack  the  Body  Builder 
McAllerton  Lumber  Co. 

Market  Street  Apartments 
The  Madison-Burkel  Comp  any 
Moore  & Bradford 
Meyer  Furniture  Market 
Prof.  P.  A.  Madison 
Rev.  George  Mack-Kilroy 
Madame  M’Adelyn 
Midwest  Transportation  Corp. 
Mutual  Benefit  Assn. 

Mac  & Mike 

Mrs.  Elizabeth  T.  Meyer 
(Mrs.  David  G. ) 
Mid-Western  Printing  Company 
Mid-Town  Realty  Co. 

Shoppe  of  Curios 
Society  of  Artists 
Shop  for  Hobbyists 
Shelter  for  the  Homeless 
Shoppe  of  Antiques 
George  Thomas  & Bro. 

Thomas  Bros. 

Thomas  & George,  Inc. 


Assignment  17 


August  16 


Mr*  Walker  (Sales  Division):  "Here’s  a draft  of  a letter  (-a-1) 

I worked  up  for  O'Brien  & Maxwell  (*2)*  Type  it  in  final 
form,  making  an  extra  copy  to  send  to  our  branch  office  in 
Hartford* " 

(»1) 

Q 

Your  call  at  my  office  on  August  was  very  en- 

joyable* It  was  very  interesting  to  discuss  with  you 
at  that  time  the  problem  of  packaging  your  new  product* 

Your  problem  has  been  carefully  studied  and 
yzed  very  thoroughly,  and  we  believe  we  can  make  a 
number  of  recommendations  that  will  prove  most  profit- 
able to  you* 

It  is  our  opinion  that  this  product  should  be 
packaged  in  a smal^highly  colored  folding  carton, and 
that  twelve  of  these  cartons  should  be  displayed  in  a 
cardboard  display  container  on  which  numerous  illus- 
trations of  the  use  of  this  product  should  be  pictured. 
Aside  from  attra^tin^  the  buying  public’s  attention, 
the  illustrations^describe  the  various  uses  of  your 
product*  Under  separate  cover,  we  are  mailing  you  a 
sample  display  container  containing  tw|Lj§)ve  dummy  car- 
tons. 

Considerable  attention  has  been  given  to  the  colors 
selected  for  your  container,  bearing  in  mind  that  the 
container  should  be  neat,  attractive,  as  well  as  having 
eye-appeal.  The  colors  used  for  the  small  cartons  were 
selected  to  harmonize  with  the  display  container. 

To  lithograph  the  above  container  and  cartons  in 
quantities  desired,  we  can  quote  the  following  prices: 

12M  display  containers  (6"  x 4"  x 4"),  litho- 
graphed in  yellow,  red,  and  black  Inks;  on(7.032 
clay  coated  stock;  $35  per  M. 

12  M display  cards,  6M  x 8",  lithographed  in 
yellow,  red,  and  black  inks;  on0.O32  clay  coated 
stock;  $7.50  per  M. 


(Concluded  on  A17-2) 


A17-2 


tttl  concluded) 

144M  folding  cartons,  1"  x 2"  x 6”;  lithographed 
in  light  blue  and  dark  blue  inks;  on 0.016  clay 
coated  stock;  $6.25  per  M. 

05 <r 

We  have  also  sketched  a label  which  we  suggest  -te- 
bo  uoe&  on  the  tube  to  be  packed  in  the  folding  carton* 
For  lithographing  these  labels,  we  quote  as  follows: 

144M  labels,  1/2”  x 3 l/4M;  lithographed  in  the 
same  colors  as  the  folding  carton;  light  and 
dark  blue— on  60#,  coated,  gummed  paper;  $1*35 
per  M. 

H 

Terms:  Het  30  days,  f*o.b*y  Boston. 

We  hope  that  the  suggested  packaging  of  your  product 
meets  with  your  approval.  If  perchance  th^re  are  any 
changes  you  feel  necessary  in  the  way  of  coi^ruction  or 

colors,  please  advise  us  or  Mr.  , Manager 

of  our  branch  office  in  Hartford,  which  is  located  at- 
(ADdKzSJ) . 


NOTE:  Refer  to  A10-8,  A WORD  ABOUT  ENCLOSURES 


Assignment  18 


STATISTICAL  PRESENTATION 


Records,  analyses,  reports,  tables,  etc,,  frequently  need 
to  be  arranged  in  tabulated  or  graphic  form  so  that  what  would 
otherwise  be  a maze  of  confusing  and  unintelligible  statistics 
and  facts  can  easily  be  interpreted  and  analyzed.  This  fact 
makes  it  necessary  that  an  employee  be  familiar  with  the  funda- 
mental principles  and  be  sufficiently  skilled  in  arranging  mat- 
ters of  this  kind  in  at  least  the  elementary  graphic  or  tabula- 
ted forms. 

The  technique  of  tabulating  financial  and  statistical  re- 
ports involves  the  problem  of  centering  the  data  vertically  and 


horizontally  -on  the  page.  To  best  explain  how  to  determine 
margins  for  centering  data  on  a page,  it  is  first  necessary 
have  an  understanding  of  the  major  parts  of  a tabulation: 

(1) 

Main  heading 

The  general  title  given  to 
the  subject-matter  of  the 
tabulation. 

(2) 

Subheading 

A secondary  title  which 
supplements  the  main  head- 
ing. It  may  be  descrip- 
tive of  a portion  of  the 
tabulation. 

(3) 

Column  heading 

The  title  of  the  subject 
matter  of  an  individual 
column. 

(4) 

Column 

The  content  part  or  tabu- 
lation proper. 

(5) 

Intercolumn 

The  blank  space  between 
two  columns. 

(6) 

Interlines 

The  line  spaces  between 

the  typed  lines. 


To  illustrate  further,  assume  that  the  material  at  the  top 
of  page  A18-2  is  to  be  arranged  on  8 1/2”  x 11”  paper: 


A18-2 


COMPARATIVE  STATEMENT 
of 

SALESMEN'S  EXPENSES 


Sa lesman 

May 

June 

Brown,  James 

$186.75 

$175.82 

Garvey,  John 

177.80 

182.92 

Goodwin,  David 

158.35 

164.32 

Merrill,  Ralph 

207.50 

183.73 

Thomas,  Henry 

148.75 

162.05 

Vertical  Placement 


Total  lines  available  (8  1/2”  x 11"  paper)  • • . . 66 

Lines  required: 

For  heading 3 

Between  heading  and  column  headings)  .....  3 

For  body  (including  column  headings) 11  17 

Spaces  left  for  top  and  bottom  margins T5 


1/2  of  49  gives  24  spaces  for  top  margin  and  25 
spaces  for  bottom  margin. 


0 

Notes:  The  number  of  interlines  between  various  parts  of  the 

tabulation  is  left  to  the  judgment  of  the  individual 
typist.  However,  they  should  be  sufficient  to  avoid 
a "crowded"  appearance  of  the  tabulation. 

The  number  of  spaces  between  columns  is  also  left  to 
the  judgment  of  the  individual  typist.  However,  it  is 
most  advisable  to  allow  no  more  than  5 spaces  between 
columns  (unless  absolutely  necessary);  otherwise,  the 
"eye-span"  is  too  wide,  thus  affording  difficulty  in 
reading  across  the  page. 


Horizontal  Placement 


Horizontal  spaces  (8  1/8"  x 11”  paper) 
Spaces,  longest  line,  1st  column  . • • 

Spaces,  intercolumn  

Spaces,  longest  line,  8d  column  • • • 

Spaces,  intercolumn  

Spaces,  longest  line,  3d  column  • . • 
Spaces  remaining  for  left  and  right 

margins  

1/2  of  47  equals  24,  left  margin. 

Pica  Type 

1/2  of  64  equals  32,  left  margin. 

Elite  Type 

No  right  marginal  stop  need  be  set. 

Set  left  marginal  stop  at 

Add  spaces,  longest  line,  1st  column 

Add  spaces,  intercolumn  

Set  first  tabulator  stop  at  

Add  spaces,  longest  line,  2d  column 
Add  spaces,  intercolumn  ....... 

Set  second  tabulator  stop  at  

Proof : Longest  line,  3d  column  . . . 

Right  margin  

Total  spaces  


Pica  Type 


Elite  Type 


14 


85 


14 

5 


102 


5 

7 

5 

7 38 

47 


24 

14 

5 

T5 

7 

5 

55 

7 

23 

55 


7 

5 

1 

64 


32 

14 

5 

5T 

7 

5 

55 

7 

32 

I0"£ 


Heading 

(Solid  capital  letters  is  preferred  for  the  Main  Heading) 


First  Line: 

Horizontal  spaces  (8  1/2"  x 11"  paper) 

85 

102 

Spaces  required  for  first  line  of 

writing  « 

21 

21 

Remaining  spaces  for  centering  • • • • 

51 

”5T 

Remaining  spaces  divided  by  2:  Begin 

typing  at  

32 

41 

Note:  A half  space  is  counted  as  a full 

space . 

The  same  procedure  is  followed  in  determining  the  place- 
ment of  the  second  and  third  lines  of  the  Main  Heading. 


A18-4 


Column  Headings 


Column  1: 


Spaces,  longest  line,  first  column  14 

Spaces  required  for  first  column  heading  _JB 

Remaining  spaces  for  centering  • • « • • . « « 6 


Remaining  spaces  divided  by  2:  Begin  typing  3 spaces  in 

from  the  first  column. 

The  same  procedure  is  followed  in  determining  the  placement 
of  the  column  headings  for  the  second  and  third  columns. 


To  aid  in  typing  columns  of  words,  figures,  or  a combina- 
tion thereof,  the  typist  may  employ  the  ruler  or  some  such 
similar  device  as  a guide.  The  ruler  is  placed  directly  below 
the  line  to  be  typed.  After  typing  that  line,  the  ruler  is 
moved  down  to  the  next  line,  etc.  Notice  in  the  illustration 
below  how  the  ruler  serves  as  a guide  and  prevents  the  pos- 
sibility of  the  eye  "losing  its  place"  or  "shifting." 


1 


Stock  Records 


Year  Ending  December 

31 , 19xx 

No.  of 
Shares 

Name  of  Stock 

Purchase 

Price 

Dividends 

75 

American  Airway 

$127.50 

.35  1/4 

54 

United  Tel.  & Tel. 

87.50 

4.25 

127 

International  Gas 

22.50 

.06  1/2 

37 

Walker  Mfg.  Company 

57.18 

3.57 

15 

Hercules  Heater  Co. 

38.90 

1.83 

M1] 

1 1 'i 

nr 

”rH 

' 1 5 

~rTr~ 

^7^7 uoiuinuia 

VJ  1 • 

18  World  Aviation  43.69  5.46 


August  20 


Mr.  Edwards  (Personnel  Division):  "Here  is  a corrected  copy 

(■frl)  of  new  employees  to  begin  working  here  next  week. 

"Retype  it  making  all  necessary  corrections  and  arranging  it 
neatly  in  the  center  of  the  page.  Make  just  one  carbon  copy 
which  I want  forwarded  to  the  Payroll  Department. 

"I'm  not  sure  of  the  spelling  of  Miss  Russell's  first  name. 
Look  it  up. 

"Make  a notation  in  the  upper  left  comer  of  the  original 
copy  that  a carbon  copy  had  been  forwarded  to  the  Payroll 
Department. 

"At  the  top  of  the  carbon  copy  type  this  short  memo.  Pay- 
roll Department:  For  your  records  and  files.'" 

Notes:  Follow  the  same  practices  for  typing  the  addresses 

as  are  observed  for  typing  envelope  addresses, 
except  for  the  double  spacing. 

Allow  5 spaces  between  columns. 
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(«1) 


Address * 

NEW  EMPLOYEES 
August  27,  19xx 

Social) 

Security  Job 

Number*  Assignment 

Telephone 

Number 

Boles,  Al\ce 

125  State  Street 
Malden,  Mass* 

5. 

023-15-9684 

StenosrtAPH^fc 

ptf  l-3  86o 

Howell,  John  ^* 

671  Hancock  Ave. 
Brookline  3 
Massachusetts 

536-90-9896 

/ 

Truck  Driver 

LA  8-8903 

Murphy,  Howard  M* 
801  Lincoln  St* 
Brockton 
Mass  • 

if 

013-47-36^2 

4 v 

Assistant 

Cashier 

CO  2-1890 

9 % 

Nolan,  Mar^  T* 
673  Oak  Street 
Cranston  2 

R.  I. 

138-26-3^1 

Typist 

WE  6-3^9\ 

O’Brien,  Thomas 
867  Green  Street 
City  i 

064-16-4072 

Stock  Clerk 

PA  2-6735 

> 

L 

Russel,  Francis 
164  Utah  Drive 
Cambridge  6 
Massachusetts 

236-12-3071 

Receptionist 

AT  7-2^60 

Walker,  Helen  S.  012-18-9721 

603  Riversi-do  Drire 
City  5 Sr,eer 

1 — . ■ - 

Biller 

HI  8-6701 

A19-1 


Assignment  19 


TELEGRAPHIC  MOSEY  ORDERS 


Money  may  be  transmitted  by  means  of  telegraph  to  any 
point  in  the  United  States  and  by  cable  to  foreign  countries. 

A telegraphic  money  order  is  an  order  that  the  sender  pays  for 
at  a telegraph  office.  The  local  telegraph  office  communicates 
with  the  desired  telegraph  office  in  another  locality  directing 
that  office  to  pay  to  the  designated  person  in  the  telegram  the 
Amount  of  the  order. 

The  rate  between  points  in  the  United  States  is  based  on 
the  standard  message  rate  for  the  distance  to  the  point  of 
destination  plus  a small  service  charge  for  wiring  the  amount. 
For  a small  additional  charge,  business  or  personal  messages 
may  be  included  in  the  telegraphic  money  order. 


ACCTG.  INF M. 


SENDING  DATA 


THE  WESTERN  UNION  TELEGRAPH  COMPANY 


A.  N.  WILLIAMS.  PRESIDENT 


Send  the  following  money  order  subject  to  conditions 
below  and  on  back  hereof  which  are  agreed  to: 


MOD 


Boston.  Massachusetts  August  21  mxx 


AMOUNT  tar 


PAY  TO 


Five  hundred- — nmuRs 


_QQ_ 


PRINT  AMOUNT  DOLLARS 


Richard  A.  Day 


STREET  ADDkESS 


PLEASE  PRINT.  IF  WOMA*N  GIVE  MRS.  OR  MISS 

City  Hospital,  135  Fourth  Street 


DESTINATION 
AND  SENDER 


Philadelphia*  Pennsylvania 


John  R«  Walker 


MESSAGE  TO 
BE  DELIVERED 
WITH  MONEY 
ORDER: 


DESTINATION 


SENDER 


Regret  to  learn  of  misfortune.  Let  us  know  if  we  can  be  of 


further  help. 


> Unless  signed  below  the  Telegraph  Company  is  directed  to  pay  this 
money  order  at  my  risk  to  such  person  as  its  paying  agent  believes 
to  be  the  above  named  payee,  personal  identification  being  waived. 


John  K.  Walker 
Jordan  & Company 


SENDER'S  NAME 


219  Main  Street 


CO  2-2345 


TELEPHONE  NUMBER 


information  for  test  question-  What  is  the  home  office  telephone  number?  Answer:  CO  2-2345 


I 
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August  21 


Mr*  Bradley  (Accounting  Division):  "Here  is  a telegram  received 

this  morning  (#1)  from  Carson,  one  of  our  salesmen*  Prepare 
a Western  Union  Money  Order  to  him  for  the  amount  he  desires, 
with  the  following  message,  * Suggest  you  return  as  soon  as 
possible*  Urgent  need  for  you  here**" 

(»1) 

WESTERN  • 
UNION  » 

A.  N WILLIAMS 
PRESIDEN" 

The  filing  time  shown  in  the  date  line  on  telegrams  and  day  letters  is  STANDARD  TIME  at  point  of  origin.  Time  of  receipt  is  STANDARD  TIME  at  point  of  destination 

NA605  15 -ALBANY  NEW  YORK  19xx  AUG  21  AU  9 20 


J 

SYMBOLS 

DL-Day  Letter 

NL» Night  Letter 

LC  “ Deferred  Cable 

NLT “Cable  Night  Letter 

K. 

Ship  Radiogram 

j s 

Class  of  Service 

This  is  a full-rate 
Telegram  or  Cable- 
gram unless  its  de- 
ferred character  is  in- 
dicated by  a suitable 
symbol  above  or  pre- 
ceding the  address. 

S r 


RALPH  BRADLEY 
JORDAN  & COMPANY 
219  MAIN  STREET 
BOSTON  MASSACHUSETTS 

PLEASE  WIRE  TWO  HUNDRED  FIFTY  DOLLARS  TO  HOTEL  LIVINGSTON 
STATE  STREET  HERE  AND  CHARGE  TO  MY  ACCOUNT 

JAMES  C CARSON 


THE  COMPANY  WILL  APPRECIATE  SUGGESTIONS  FROM  ITS  PATRONS  CONCERNING  ITS  SERVICE 


Assignment  20 


GEOGRAPHIC  FILING 


When  exact  territorial  divisions  are  necessary,  geographic 
filing  provides  a way  of  grouping  information  from  each  particu- 
lar territory  itself.  When  the  sales  department  is  particularly 
interested  in  keeping  informed  on  orders  received  by  states  or 
cities  or  territories,  such  information  may  be  filed  geograph- 
ically. The  advertising  department  receiving  a large  number  of 
inquiries  from  all  parts  of  the  country  may  find  this  method 
useful  when  determining  the  results  of  an  advertising  campaign. 
Similarly,  results  of  radio  advertising  may  be  filed  and  tabu- 
lated by  localities. 

In  geographic  filing  there  are  three  considerations-^ 1) 
State,  (2)  City,  and  (3)  Individual.  The  principle,  however, 
is  identical  with  that  of  direct  alphabetical  filing  with  the 
exception  that  the  material  is  first  filed  alphabetically  by 
State,  then  City,  then  by  Individual. 

ALABAMA 


Birmingham 

Hall,  James 
Hall  & Jenkins 
Hallet,  Fred 


Mobile 


Standard  Supply  Company 
Swift  Bicycle  Company 

CONNECTICUT 


Hartford 


Harper  Watch  Shop 
Hartford  Shoe  Company 
Hill,  Brown,  & Baker 

New  Haven 


New  Haven  Fire  Insurance  Company 
Newbury  & Sons 
Newton  & Forbes,  Inc. 

News,  Inc. 


A20-2 


Generally  a separate  index  on  3-  by  5-inch  index  cards  is 
necessary.  These  are  kept  in  a box  and  contain  the  name  of 
the  various  correspondents  and  their  addresses  filed  alphabet- 
ically. should  the  employer  call  for  a piece  of  correspondence 
with  Mr.  S.  K.  King,  the  employee  by  looking  under  the  "Kn  sec- 
tion in  the  card-index  file  may  find  the  address  and  can  secure 
the  necessary  paper  from  the  geographic  filing  cabinet. 


FILING  AND  INDEXING  RULES 
(Continued  from  Assignments  13  and  16) 


14.  Names  of  titles  beginning  with  numerals  are  filed  as  though 
the  numerals  were  spelled  out  in  full,  treating  the  entire 
number  as  the  first  unit. 


1st 

2d 

3d 

Name 

Unit 

Unit 

Unit 

4-H  Club 

4 

H 

Club 

Four- in- One  Club 

Four 

One 

Club 

4-Way  Brushes 

4 

Way 

Brushes 

41st  Street  Club 

* 41st 

Street 

Club 

455  Lane  Building 

•jh*  455 

Lane 

Building 

* Indexed  as  "Fortyf irst.  ** 

Indexed  as  ftFourhundredf if tyf ive . ff 


15.  When  the  same  name  appears  with  different  addresses,  arrange 
the  names  as  usual;  then  arrange  them  alphabetically  accord- 
ing to  town  or  city.  Consider  the  state  only  when  there  is 
a duplication  of  town  or  city. 


Sears  & Company 
Sears  & Company 
Sears  & Company 
Sears  & Company 
Sears  & Company 
Sears  & Company 
Sears  & Company 


Belleville 
Camden 
E.  St.  Louis 
St.  Louis 
St.  Louis 
Springfield 
Springf ie Id 


Illinois 

New  Jersey 

Illinois 

Missouri 

Missouri 

Illinois 

Massac  huse tts 


35  Oak  Street 
8 State  Street 


16.  Compound  geographic  names  are  filed  as  separate  names. 


New  Haven 
New  London 
Newburyport 
Newtonville 


New  Haven 

New  London 

Newburyport 
Newtonvi lie 
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17.  Apostrophe  S ('s)  to  indicate  possessive  case  is  not  con- 
sidered in  indexing  and  filing,  but  S apostrophe  (s')  to 
indicate  possessive  case  is  indexed  and  filed  as  spelled. 


Briton's  Art  Store 

Briton*  s 

Art 

Store 

Bernard  B.  Briton 

Briton 

Bernard 

B. 

Briton’s  Cab  Company 

Briton' s 

Cab 

Company 

John  Briton 

Briton 

John 

Britons  Diner 

Britons 

Diner 

Britons',  Inc. 

Britons ' 

Incorporated 

Britons,  Ltd. 

Britons 

Limited 

18.  Names  of  schools,  libraries,  hotels,  and  other  institutions 
that  do  not  have  distinctive  titles  are  indexed  first  under 
their  location.  If  they  have  a distinctive  title,  they  are 
indexed  under  that  title. 


Boston  Public  Library 

Boston 

Public 

Library 

University  of  Chicago 

Chicago 

University 

Denver  Hotel 

Denver 

Hotel 

Hotel  Evans 

Evans 

Hotel 

Hudson's  Assn,  of 
Retailers 

Hudson's 

Retailers 

Assn,  (o: 

A20-4 


August  21 


Mr*  Walker  (Sales  Division):  "Here  is  a list  of  prospects  (*1) 

that  must  be  contacted  within  various  cities  of  Connecticut* 
You  will  notice  that  there  are  about  six  cities.  Arrange  the 
cities  in  alphabetical  order.  Under  each  city,  index  and  ar- 
range the  prospects  to  be  contacted  in  alphabetical  order, 
using  ’leaders1  from  one  column  to  the  other. 

"Center  each  city  and  allow  two  spaces  between  it  and  the  . 
names  below  it.  Allow  two  spaces  between  each  group." 


(»1) 


The  Mirwine  Garage  . . * 132 

Abbott  Die  Company  • . . 2126 

346  Varieties,  Inc.  • • 726 

Mirwins',  Inc 525 

New  Haven  Rest  Camp.  • • 86 

Mt*  Tonto  Pottery  Works.  347 

Roberts,  Real  Estate  . * 67 

Mrs.  Alyce  Vandyke  ...  974 

(Mrs.  Roger  R.) 

The  3 Aviators’  Club  . . 33 

Mounds*  Machine  Corp.  * 1358 

The  Thread  & Needle  Shop  387 
Mirwin  & Mirwin,  Ind..  • 863 

Abot  Dye  Works  • • • • • 501 

3-in-l  Corporation  • • • 367 

North  Eastern  Freight  Ser- 
vice • •• 58 

Newhall  Electric  Shop.  • 1902 

Mt.  Tonto  Pottery  Works.  617 

Van's  Apparel  Shop  • • • 472 

Dr.  Ralph  North,  Jr.  • • 89 

Robert,  The  Radio  Man.  • 706 

Mirwino  Appliance  Shop  • 407 

Three  Oaks  Club  ....  1302 

New  England  Oil  Company.  12 
Mirwin  T.  Newell  & 

Company 185 

The  Robert  Homestead  • • 463 

3-Way  Chair  Company.  • • 20 

Three-Hour  Laundry  • • • 100 

Van  Dyke  Bros.,  Inc.  * * 135 


Robert's  Modern  Apartments  217 
Abbott  Diamond  Works  • * 1206 


Eighth  Street,  New  Haven 
Broadway  Avenue,  Ansonia 
Amsterdam  Street,  New  London 
Rosedale  Street,  New  Haven 
Church  Street,  New  Haven 
East  10th  Street,  Ansonia 
Potomac  Street,  Torrington 
Hudson  Drive,  Stamford 

West  3d  Street,  New  London 
King  Street,  Ansonia 
Colonial  Drive,  New  London 
Sixth  Street,  New  Haven 
Jefferson  Street,  Ansonia 
Oak  Street,  New  London 

St.  James  Street,  Torrington 
Concord  Street,  New  Haven 
Walnut  Street,  Ansonia 
Parkway  Street,  Stamford 
Madison  Avenue,  Torrington 
State  Street,  Torrington 
Liberty  Street,  New  Haven 
Second  Street,  New  London 
Lincoln  Street,  New  Haven 

Warwick  Street,  New  Haven 
Rockland  Avenue,  Torrington 
Essex  Street,  New  London 
Milton  Road,  New  London 
Columbia  Road,  Stamford 
Court  Street,  Torrington 
Woodland  Street,  Ansonia 


(Concluded  on  A20-5) 


A20-5 


(*1  concluded) 


Mounds  Sc  Machine,  Inc.  • 
Three-f or-Qne,  Inc.  • • 
Vance* s Misses  Shoppe.  • 
Northeastern  Air  Service 
Roberts*  Maplewood  Inn  • 
Three-Man  Sales  Company. 
The  Misses  Mirwin.  . . . 
Mirwin*s  Delicatessen.  . 
Mt.  Tonto  Pottery  Works. 


157  Berkley  Street,  Ansonia 
1682  Birch -Street,  New  London 
186  Concord  Avenue,  Stamford 
1704  M Avenue,  Torrington 

63  Franklin  Street,  Torrington 
285  Maplewood  Drive,  New  London 
26  Hillcrest  Avenue,  New  Haven 
8 Atlantic  Avenue,  New  Haven 
295  Congress  Street,  Ansonia 


A21-1 


Assignment  21 


August  22 

> 

Mr.  Bradley  (Accounting  Division):  "I  asked  Mr.  Kendall 

of  the  Statistical  Department  to  give  me  the  statistics 
below  (#1).  It  is  a comparative  statement  of  sales  of 
one  of  our  branch  offices  for  last  year  and  for  the  cur- 
rent year  covering  the  same  period  of  time. 

"Using  for  your  heading  the  same  subject  as  on  the  memo, 
tabulate  the  information,  using  a five-column  arrangement — 
Month:  Sales,  19-B;  Sales,  19-A;  Increase ; Decrease . Double 

space  the  work." 

Notes:  Substitute  figures  of  the  current  year  for  19-A 

and  figures  of  last  year  for  19-B. 

Arrange  the  heading  in  five  lines. 


Office 

TO  : 

FROM  : 

SUBJECT: 

JORDAN  & COMPANY 
Memorandum  • BOSTON,  MASSACHUSETTS 

Mr.  Bradley  date:  August  20,  19xx 

Mr.  Kendall 

Comparative  Sales  Figures  January  through  June,  19-A, 
and  January  through  June,  19-B,  for  Branch  Office, 
Springfield,  Massachusetts. 

19-B 

19-A 

J anuary 

$31,374.08 

$32,826.50 

$1,452.42 

February 

40,229.16 

39,127.80 

1,101.36- 

March 

43,401.60 

42,100.25 

1,301.35- 

April 

38,682.15 

39,226.54 

544.39 

May 

40,197.35 

40,226.50 

29.15 

June 

48,196.27 

47,236.50 

959.77- 

$242,080.61 

$240,744.09 

$1,336.52- 

TJK:ya 

T. J.K. 

i 


r 


A22-1 


Assignment  22 


August  23 


Mr*  Miller  (Credit  Division)  2 ’’Here  is  a corrected  draft  (-a-1) 
of  a form  letter  to  be  retyped.  The  typist  who  set  the 
letter  up  is  new  and  not  familiar  with  our  arrangement,  so 
as  you  retype  it,  making  all  necessary  corrections  and 
changes,  also  arrange  it  correctly.  You  had  better  look 
over  it  also— I might  have  overlooked  some  errors,  and  you 
should  correct  them." 

(*1) — refer  to  page  A22-2, 


A22-2 


J*2 J 

Collection  Letter  No,  3 

^ Date 

Name  of  Addressee 

Street  Address, 

City,  State 

Salutation, 

Attention 


To  a busy  man  such  as  you  are,  we  beleive  that  short 
simple,  statements  of  ^ fact— sincere  and  to  the  point- 
will  accomplish  much  more  than  indulging  in  the  usual 
collection-letter  roi^ten^. 


Therefor 


iT 


the  facts. 


simpl^y  put, 


are  as  follows; 


1„  Your  account  shows  a balance 
of  $ 


2.  It  cover(s)  (an)  orden^s) 
and  (a)  remittence ( s ) of 
and  it  is 

now  • ••••••••• 

THIRTY- 
'S* Credit  is  extended  on  a "30- 
day  bases. 

4.  The  enclosed  self-addressed 
envelope  is  for  your  conv en- 
ence  isfma^^ng  a rem^ttej^ce 
today • 

These  facts  interrupted  yoiif  for  no  longer  than  a 
minute  or  tow,^gnd  we  are  certain  are  all  that  will  be 
necessary  -fro  cause  you  to  forward  this  letter  to  your 
Cashier  with  the  notation  "Pay"  written  ac^ross  its  face. 

Very  truly  yours. 


Joradan  and  Company 


EK 

Inclosure 


G.  B.  Miller,  Credit  Manager 


Assignment  25 


CHECKS 


A check  is  an  order  directing  a bank  in  which  the  depositor 
(known  as  the  drawer  of  the  check)  has  funds  on  deposit  to  pay 
a specified  sum  of  money  to  a designated  individual,  firm,  or 
corporation  (known  as  the  payee  of  the  check)  who  is  named  or 
otherwise  indicated  in  the  order. 

In  the  preparation  of  checks,  the  following  general  facts 
should  be  observed  with  extreme  caution: 

1.  If  the  check  stub  is  used,  it  should  be  filled 
out  before  typing  the  check.  The  date  and 
number  on  the  stub  and  check  should  be  checked 
to  make  sure  that  they  correspond. 

2.  All  checks  spoiled  in  drawing  should  be  destroyed 
and  the  stub  marked  "Void.1’ 

3.  There  should  be  no  erasures,  alterations,  writing 
over,  or  changing  of  any  part. 

4.  No  blank  checks  should  be  signed. 

5.  Titles  (Mr.,  Mrs.,  Miss.  Messrs..  Mesdames.  etc.) 
are  not  included  in  checks’!  fflKile  checks  are 
sometimes  written  payable  to  "Bearer"  or  "Cash," 
this  practice  is  to  be  discouraged  because  (1)  it 
makes  it  too  easy  for  unauthorized  persons  to  cash 
the  checks,  and  (2)  because  the  returned  checks 

do  not  serve  later  as  a receipt  because  of  the 
uncertainty  of  the  payee. 


No 


-August  25. 19 xx 


Commercials^#"  Bank  5-203 

BOSTON,  MASSACHUSETTS 


Pay  to  the  order  of  Walker  & Company 
Fifteen  and  25/100 


III.  DUE 

III.  10. 

AMOUNT 

7/15 

187 

15 

56 

liscmt  S 31  cents 


■115.25 

Dollars 


JORDAN  & COMPANY 


BY 


Cutlir 


In  analyzing  the  illustration  of  a check  on  the  preceding 
page,  notice  that: 

1*  All  writing  is  close  to  the  left  on  each  line, 
with  the  exception  of  the  date  line, 

2,  A line  is  through  all  unused  space,  especially 
on  the  line  beginning  with  "Pay  to  the  Order  of” 
and  the  line  ending  with  ’'Dollars," 

5,  The  amount  of  the  check  after  the  dollar  mark  ($) 
is  placed  close  to  the  dollar  sign, 

4.  In  the  space  preceding  the  word  "Dollars, " the 
amount  of  the  dollars  Is  spelled  out  and  the 
fractional  part  of  a dollar  is  typed  out  in 
figures.  The  bank  prefers  the  arrangement 
illustrated.  If  possible,  it  is  better  to  use 
a check  protector  for  the  amounts. 

In  the  illustration  below  of  a check  written  for  less  than 
one  dollar,  note  particularly: 

1.  The  amount  of  the  check  is  written  in  numerals 
followed  by  the  word  "Cents"  after  the  dollar 
sign  ($).  "Dollars"  is  crossed  out. 

2.  The  word  "Only,"  and  where  it  begins. 


No.  983 


August  23, 19 xx 


Commercial^#-  Bank  5-203 

BOSTON,  MASSACHUSETTS 

Pay  to  the  order  of  The  Illustrated  Home  Journal j 75  cents 

Only  aeventy-five  cents — — --...—.■■■JoUm 


til.  DATE 

III.  DO 

AMOUNT 

For  < 
trat< 

me  copy  <; 
td  Home  J< 

>f  "nil 

rnrnal . 

IS” 

i 

llsc.iit  5 


BY 


JORDAN  & COMPANY 


taiklir 


In  order  that  the  specific  purpose  for  which  a check  is 
drawn  may  be  noted,  blank  spaces  may  be  provided  on  the  check 
in  which  may  be  typed  the  item  that  it  is  drawn  to  pay.  This 
form  of  check  is  known  as  a Voucher  Check.  Notice  the  illus- 
trations. 

CHECK  SIGNATURES.  An  individual  depositor  drawing  on  his 
own  account  signs  only  his  name  to  the  check.  But  where  an 
authorized  agent  signs  for  an  individual,  a partnership,  or  a 
corporation,  the  check  signature  consists  of  three  parts:  (a) 

the  name  in  which  the  account  Is  carried,  (b)  the  name  of  the 
agent  preceded  by  the  word  "By,”  and  (c)  the  official  capacity 
of  the  agent  authorized  to  draw  checks  on  the  account. 


Illustration  of  signature  of 
individual  drawing  check 
against  his  account: 


Illustration  of  signature  of 
agent  drawing  check  for  indi- 
vidual depositor: 


Illustration  of  signature  of 
agent  drawing  check  for  part- 
nership : 


Illustration  of  signature  of 
agent  drawing  check  for  cor- 
poration: 


JLtJL&L 

John  Cooper  • 


CHARLES  HENDERSON 

By. 

(f  Secretary 


JORDAN  & COMPANY 

0 C ashlar 


These  signatures,  of  course,  may  be  entirely  penwritten  or 
typed  as  illustrated  with  only  the  penwritten  signature  of  the 
agent. 
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If  a check  is  to  be  drawn  so  that  the  payee  may  cash  it 
without  identification: 

(1)  Draw  the  check  payable  to  payee’s 
order.  See  illustration  below. 


(2)  Have  payee  endorse  the  check 
immediately. 

(3)  Below  endorsement,  write 
"Signature  0.  K.,"  then  sign 
your  name. 

If  signature  is  that  of  an 
agent,  be  sure  to  sign  as  il- 
lustrated below. 


August  25 


Mr.  Bradley  (Accounting  Division):  "Prepare  checks  ctnd  enve- 

lopes for  these  vouchers  (*1,  *2,  *3)  due  today.  The  check 
for  insurance  is  personal.  The  check  to  the  REPUBLIC  PRINTING 
COMPANY  is  to  be  charged  against  the  account  of  » Ralph  Bradley 
& Son,'  a partnership,  of  which  I am  Cashier.  Take  the  dis- 
count. ” 


STATE  STATIONERY  COMPANY 

126  State  Street 

Boston,  Massachusetts 

DATE: 

August  7,  19xx 

TO:  Jordan  & Company  TERMS: 

10  days 

219  Main  Street 

Boston,  Massachusetts 

1 box  X-42  staples 

$•65 

(*2,  *3--over). 
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(* 2) 


Life  WILLARD  & HUBBARD 

Fire  Insurance  Agents 

Sickness 

629  South  Clay  Street 
Cambridge,  Massachusetts 

Tornado 

Burglarly 

Auto 

TO: 

Mr*  Ralph  Bradley 

August  1 

, 19xx 

826  Windsor  Court 
125  South  Park  Avenue 
Boston,  Massachusetts 

Date 

Company 

Policy 

No. 

Amount 

Term 

Premium 

August 

30 

State  Mutual 

5387492 

House,  826 
Windsor 
Court, 
Boston 

5,000 

1 yr. 

152.75 

(*3) 


R E 

PUBLIC  PRI 

N T I 

N G C 

0 M P A N Y 

238 

First  Street 

Springfield,  Massachusetts 

Phone 

: 3057 

-W 

SOLD  T02 

Ralph  Bradley  & Son 

DATE: 

August  15,  19xx 

906  Dalton  Street 

Boston 

NO. 

875 

Massachusetts 

SHIPPED 

TERMS: 

2/10,  n/30 

VIA: 

Truck 

10  M Letterheads 

7.50 

75.00 

5 M Envelopes  No. 

6 3/4 

5.25 

26.25 

5 M Envelopes  No. 

10 

7.00 

35.00 

1 doz.  QUALITY  Type- 

writer  ribbons 

10.00 

2 M Price  Lists 

8.00 

16.00 

162.25 
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Assignment  24 


FILING  AND  INDEXING  RULES 
(Concluded  from  Assignments  13,  16,  and  20) 


» 


19.  Do  not  use  "City”  as  part  of  the  address  when  indexing— 
use  instead  the  full  name  of  the  city. 


20.  In  filing  bank  names,  arrange  first  by  city,  name  of  bank, 
then  by  state  (in  parentheses). 


First  National  Bank 

Springfield 

Massachusetts 

Citizens*  Nat*l  Bank 

Worcester 

Massachusetts 


Springfield:  First  National 

Bank 

(Massachusetts ) 

Worcester:  Citizens'  National 

Bank 

(Massachusetts ) 


21.  Addresses  containing  the  name  of  the  building  as  well  as 
the  street  and  number  are  indexed  and  filed  by  the  street 
and  number— disregarding  the  name  of  the  building. 


Mutual  Insurance  Coup  any  Mutual  Insurance  Company 
White  Building  120  Main  Street 

120  Main  Street  Dallas,  Texas 

Dallas,  Texas 


22.  Names  of  foreign  governments  are  indexed  and  filed  under 
name  of  country— subdivided  by  department  or  bureau. 


Department  of  Labor  Canada 

Canada  Labor  (Department  of) 


23.  Names  of  Federal  Departments  are  indexed  and  filed  under 
”United  States  Government”— subdivided  by  departments  or 
bureaus. 


U.  S.  Department  of 
Agriculture 


United  States  Government 


Agriculture  (Department  of) 


F.  B.  I. 

U.  S.  Bureau  of  Internal 
Revenue 


Justice  (Department) 

Investigation  (Bureau  of) 

Treasury  (Department) 

Internal  Revenue  (Bureau  of) 
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24.  Names  of  States,  Counties,  Cities,  Towns,  etc.,  are  indexed 
and  filed  by  the  political  division— subdivided  by  depart- 
ments or  bureaus. 

State  Departments 

Massachusetts  Department  Massachusetts,  Commonwealth  of 
of  Education 

Education  (Department  of) 

Massachusetts  Registry 

of  Motor  Vehicles  Registry  (of)  Motor  Vehicles 


County  Departments 

Court  House,  Suffolk 
County,  Massachusetts 

Registry  of  Deeds,  Suffolk 
County,  Massachusetts 

Sheriff,  Suffolk  County, 
Massachusetts 


Massachusetts,  Commonwealth  of 

Suffolk  County 

Court  House 
Registry  of  Deeds 
Sheriff 


Municipal  Departments 

Boston  Public  Welfare 
Department 

Boston  Sanitary  Division 


Boston,  City  of 

Public  Welfare  (Department) 
Sanitary  (Division) 


25.  Dept,  of.  Bureau  of.  Board  of,  etc.,  when  applied  to  Fed- 
eral, State,  and  Municipal  Governments  are  disregarded  in 
indexing  and  filing,  and  are  placed  in  parentheses  after 
the  word  they  modify. 

St.  Louis  Board  of  St.  Louis,  City  of 

Alderman 

Alderman  (Board  of) 

U.  S.  Department  of 

Justice  United  States  Government 

Justice  (Department  of) 

Exception:  When  such  phrases  form  a part  of  a firm  name, 

follow  the  rule  for  indexing  firm  names. 


* 


Board  of  Mental  Research 

Bureau  of  Printers  & 
Publishers 


Board  (of)  Mental  Research 

Bureau  (of)  Printers  & 
Publishers, 
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August  24 


Mr*  Clarke  (Correspondence  Division):  "Preparatory  to  setting 

up  a special  file  of  folders  for  each  name  on  this  list  (*1 ) , 
index  the  names  and  arrange  them  in  strict  alphabetical  order. 
Center  the  list  on  a plain  sheet  of  paper,  allowing  two  spaces 
between  each  letter  group." 

(»1) 

M-A  Dress  Goods  Company 
Universal  Watch  Company 
U.  S.  Department  of  State 
The  7-80-6  Club 
Boston  Coal  Company 
A-l  Auto  Service 
Interstate  Movers,  Inc. 

78th  Street  Church 
The  Swank ey  Shop,  Inc. 

•»The  Meriden  Florist 
Boston  Licensing  Board 
First  National  Bank  of  Meriden 
7th  Avenue  Shoppe 
A-B  Air-Ways,  Ltd. 

Mario* s Fur  Shoppe 

S W Construction  Company 

Union  Square  Hotel 

U.  S.  Electric  Motors,  Inc. 

F.  B.  I. 

Mrs.  Hubert  F.  DiMarco 
(Mrs.  Aggie  G.) 

Universal  Safe  Company 
Third  National  Bank  (City) 

Sall*s  Markets,  Inc. 

S.  W.  Sharp  Company 
Boston  Department  of  Health 
A- A Repair  Shop 

Meriden  Cleaners  & Dyers,  Inc. 

M & A Dress  Company 
S-W  & E Travel  Service 
The  Sharp-Garvey  Corporation 
United  Stores,  Inc. 

Public  Welfare  Department  (Boston) 

Abe  the  Caterer 

Inter  State  Steel  Corporation 

U.  S.  Collector  of  Internal  Revenue 

(Concluded  on  A24-5)  


*Mer Iden  is  a city  in  the  state  of  Connecticut 
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(*1  concluded) 

S-W  Supply  Company 
Sally  Ann’s  Shop 

Dominion  of  Canada  Department  of  Justice 
Abbe  Aircraft  Products,  Inc* 

M Avenue  Market 
DiMar co -Buckley,  Ltd* 

Meriden  Police  Department 
St.  Mary's  Hospital 
S & W Engineers,  Inc* 

Massachusetts  Street  Cleaners  Association 
Shelter  for  the  Needy 
Meriden  Board  of  Education 
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Assignment  25 


August  24 

> 

Mr.  Bradley  (Accounting  Division):  "Here  are  two  letters 

(*1,  *2)  calling  for  check  enclosures.  Type  the  letters 
and  prepare  the  checks  for  my  signature." 


(*2 — over) . 


A25-2 


NOTE:  Refer  to  A10-8,  A WORD  ABOUT  ENCLOSURES. 
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Assignment  26 
LINEAR  GRAPHS 


A graph  is  a diagram  presenting  data  in  such  a manner  as 
to  bring  out  the  contrast,  relationship,  or  proportion  between 
things  or  objects.  It  summarizes  and  simplifies  data  in  pic- 
ture form. 


There  are  many  kinds  of  graphs,  but  three  of  the  most  com- 
mon are:  (1)  linear,  (2)  bar  or  columnar,  and  (3)  circular  or 

MPie. " 


SALES 

DEPARTMENTS  2 AND  4 


January  through  October,  19xx 


t 


i *1 1 


►»  • 

•H  U>  (X 
3 3® 

*■»  M W 


■P 

o 

o 


Linear  graphs 
show  contrasts  and 
relationships  by 
fluctuating  lines, 
or  curves,  as  they 
are  commonly  called. 
The  curve  rises  and 
falls  according  to 
the  rise  and  fall  of 
the  things  or  objects 
represented.  They 
are  commonly  used  to 
show  how  conditions 
change  over  a given 
period. 

Graph  paper  is 
necessary  to  prepare 
this  type  of  graph. 

A linear  graph 
using  more  than  one 
line,  or  curve,  is 
called  a Compound 
Linear  Graph. 
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August  27 


Mr,  Walker  (Sales  Division):  "Here's  the  report  (-*1)  I asked 

Mr,  Kendall,  Statistical  Department,  to  prepare  for  me.  Make 
a compound  linear  chart  showing  the  fluctuations  in  the  sales 
of  each  department  for  the  entire  year.  Use  the  short  broken 
line  (------)  for  Department  15;  a longer  broken  line  ( — — ) 

for  Department  22;  and  the  solid  line  ( ) for  Department 

23." 


Note:  Substitute  the  figures  of  the  current  year  for  19-A, 

and  the  figures  of  last  year  for  19-B. 


i* n 


JORDAN  & COMPANY 

Office  Memorandum  • boston,  Massachusetts 

to  Mr.  Walker  date:  August  26,  19-A 

from  : Mr.  Kendall 

subject:  19-3  Sales,  Departments  15,  22,  23 


sales 

Below  is  the/report  you  asked  for  on  Depart- 
ments 15,  22,  and  23  for  last  year: 


Month 

Dept.  15 

Dept.  22 

Dept.  23 

January.  . 

• 

• 

$11503.76 

$14688.36 

$17521.05 

February  . 

• 

• 

10624.74 

10722.61 

13624.80 

March.  . . 

13856.28 

11850.00 

14725.18 

April.  . . 

12227.84 

13725.27 

13740.63 

May.  . . . 

15306.82 

13571.70 

14174.82 

June  . . . 

10673.83 

10533.75 

10755.30 

July  . . . 

10684.72 

10674.40 

8683.26 

August  . . 

• 

• 

10754.52 

10642.71 

10104.60 

September. 

• 

• 

12748.28 

11854.74 

10623.46 

October.  . 

• 

• 

14728.10 

14855.83 

14322.73 

November  . 

• 

• 

17588.35 

18856.73 

16238.34 

December  . 

• 

• 

20055.62 

20734.27 

22523.84 

$160752.86  $162710.37  $167038.01 


T.J.K. 

TJK:ya 
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Assignment  27 


August  28 

| 

Mr*  Walker  (Sales  Division):  ”1  need  this  list  of  prospects 

(■*1)  properly  indexed  and  arranged  geographically  before 
directing  our  salesmen  to  do  any  personal  calling*  There- 
fore, arrange  the  copy  by  states  first,  then  cities,  then 
’Prospects’  under  the  cities.  Center  each  column  heading 
over  the  first  line  of  its  respective  column.” 


(*1) 

New  England 
PROSPECTS 

MAINE 

Lewiston 


Name  of  Prospect 


Street  Address 


Charles  Martin’s  Radio  School  73 
Prof.  Lloyd  Martin  38 
R.  T.  Martin-Adams  II  372 
Martins’  Furniture  Store  1902 
Martin,  Ltd.  125 
Martin’s  Haberdashery  173 
Martin-Logan  Company  1091 
Martin  Bros.,  The  Movers  814 
Martin  Brothers,  The  Grocers  209 
William  Martin  & Company  38 


Portland 


McDonnel  Grain  Company 

1065 

Madden  Cafeteria 

1729 

M & A Athletic  Assn. 

450 

MacDougal  & Son 

531 

John  F.  McCarthy 

467 

Mrs.  Paul  McCarthy 
(Mrs.  Ethel  F.) 

1063 

McCarthy  & Evans 

56 

Newbury  Street 
St.  Clair  Avenue 
Hudson  Street 
Concord  Street 
Chestnut  Street 
Lincoln  Street 
Washington  Street 
Coolidge  Street 
Fifth  Street 
Mt.  Pleasant  Street 


Dudley  Street 
Ash  Street 
King  Street 
Hudson  Street 
Roosevelt  Street 
Central  Street 

Main  Street 


(Continued  on  A27-2) 
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(#1  continued) 


CONNECTICUT 

Meriden 

The  5 W's  Corporation 

1682 

Birch  Street 

501  Brands,  Inc. 

187 

Portland  Street 

5th  Avenue  Theater 

5091 

Fifth  Avenue 

52d  Street  Hotel 

805 

Capital  Street 

The  5-90-8  Hat  Shoppe 

173 

Marshall  Avenue 

Norwich 

Lafayette  Hotel 

8 

Atlantic  Avenue' 

Laderman  & Gabel,  Inc. 

1236 

Market  Street 

L'Adelle  Fashion  Shoppe 

327 

Monroe  Street 

LaFrance  Novelty  Shoppe 

650 

State  Street 

Hartford 

deMargo  Drugs,  Inc. 

274 

Brooks  Avenue 

DeMurrio  Upholstery  Co. 

76 

Fourth  Street 

du  Bois  Engraving  Company 

3012 

Liberty  Street 

d'Amico  Stationery  Store 

1605 

King  Avenue 

New  Britain 

Institute  for  Speech  Correction 

77 

Bedford  Street 

Intervale  Bottling  Works 

1138 

Bradford  Street 

Interstate  Coal  Company 

903 

Orchard  Avenue 

Inter  State  Gro'cers'  Association 

139 

Oak  Street 

Interstate  Growers'  Assn. 

. 537 

Ames  Street 

MASSACHUSETTS 

Springfield 

New  England  Equipment  Company 

208 

Camden  Road 

New  Jersey  Electrical  Fixtures 

20 

Crawford  Street 

Newbury  China  Shoppe 

47 

Woodward  Street 

New  London  Printers 

1863 

Atlantic  Street 

New  England  Equipment  Company 

380 

Park  Street 

Newtonville  Dyeing  Co. 

659 

Adams  Street 

(Concluded  on  A27-3) 

A27-3 


(#1  concluded) 


Boston 

Boston  Public  Works  Department 

509 

City  Hall  Annex 

The  Citizens  Savings  Bank 

of  Boston 

129 

Glen  Street 

William  St.  Clair,  Jr. 

26 

Delaware  Avenue 

Boston  School  Committee 

15 

Beacon  Street 

Boston  Appliance  Company 

183 

Reno  Street 

Boston  Fire  Department 

60 

Bristol  Street 

Saeger’s  Hosiery  Outlet 

2056 

Walnut  Street 

Boston  Envelope  & Paper  Company 

76 

Water  Street 

Sears -Montgomery,  Ltd. 

1394 

Irving  Street 

. 


. 


Assignment  28 


"STOP  PAYMENT”  OF  CHECKS.  Should  a check  become  lost,  or 
be  issued  in  error,  or  for  whatever  reason  the  drawer  cares  to 
advance,  the  drawer  may  stop  payment  by  giving  a written  notice 
to  the  bank  requesting  it  not  to  honor  the  check.  This  notice 
should  contain  the  check  number,  date  of  check,  to  whom  issued, 
and  the  amount.  However,  the  wrongful  stopping  of  payment  when 
the  interest  of  other  parties  is  involved  renders  the  drawer 
legally  liable. 

CERTIFIED  CHECKS.  Either  the  drawer  or  the  holder  may  have 
a check  certified.  To  have  a check  certified  is  to  secure  the 
written  acknowledgment  of  the  bank  upon  which  it  is  drawn  that 
the  check  is  valid  and  will  be  paid  upon  proper  presentment. 

The  bank  certifies  a check  by  stamping  or  writing  across  the 
face  of  the  check  the  word  "Certified,"  the  date,  and  the  bank 
name  followed  by  the  signature  of  the  employee  authorized  to 
make  certification.  Inasmuch  as  the  bank  assumes  an  obligation 
to  pay  that  check  as  soon  as  it  is  certified,  the  bank  charges 
the  check  against  the  funds  to  the  credit  of  the  depositor’s 
account. 


August  50 

Mr.  Bradley  (Accounting  Division) t "Here  is  a letter  (*1)  in- 
forming us  that  we  have  failed  to  remit  within  the  discount 
period.  I can't  understand  what  happened,  but  issue  a new 
check,  indicating  thereon  that  it  is  to  replace  the  old  one# 

I have  written  a reply  to  accompany  the  new  check  (*2).  Fill 
in  this  form  (*3)  to  the  bank  to  stop  payment  on  the  old 
check#  M 

NOTES 2 Refer  to  A10-8,  A WORD  ABOUT  ENCLOSURES. 

Cut  (*3)  along  the  broken  lines. 

Type  the  firm  name  above  the  signature  line  in 
solid  capitals,  but  leave  enough  room  for  the  long- 
hand  signature. 

Type  Mr.  Bradley’s  name  and  his  position  title 
directly  below  the  line  for  his  signature  (two 
lines,  blocked). 
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(»1) 

McGRAW  BOOK  COMPANY 

30  Weal  2d  Street 
New  York 


August  17 , 19xx 


Jordan  & Company 
219  Main  Street 
Boston,  Massachusetts 


Gentlemen: 

This  is  just  a little  reminder  that  your  remit- 
tance for  $88.20  in  payment  of  our  Invoice  No.  1067 
has  not  been  received. 

Inasmuch  as  you  have  always  been  so  prompt  in  tak- 
ing advantage  of  discounts,  there  must  be  some  very 
good  reason  for  this  delay. 


Would  you  please  investigate  this  delay  and  either 
send  us  a check  covering  the  amount  due  (less  the  dis- 
count), or  let  us  know  when  we  may  expect  remittance. 


Yours  very  truly, 
McGRAW  BOOK  COMPANY 


EJRSGH 
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(*2) 
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STOP  PAYMENT  ORDER 


, 19 


TO:  COMMERCIAL  BANK 

182  COMMERCE  STREET 
BOSTON,  MASSACHUSETTS 

Please  stop  payment  on  the  following  check  provided  that  it  has  not  been  charged 
against  the  account  of  the  undersigned: 

Date  : 

No.  : 

Payee  : 

Amount  : 

The  undersigned  agrees  to  hold  you  harmless  against  all  expenses,  damages,  and 
costs  incurred  by  you  on  account  of  refusing  payment  of  said  instrument,  and  agrees  not 
to  hold  you  liable  on  account  of  payment  contrary  to  this  request  if  payment  occurs  through 
inadvertence,  accident,  or  oversight,  and  also  not  to  hold  you  liable  if  by  reason  of  such 
payment  other  items  drawn  by  the  undersigned  are  returned  for  insufficient  funds. 

It  is  understood  that  the  undersigned  will  notify  the  Bank  should  the  above  described 
check  be  located,  canceled,  destroyed,  or  if  a duplicate  check  is  issued,  and  that  this  older 
shall  remain  in  force  for  a period  not  exceeding  two  years,  after  which  time  the  check, 
if  presented,  will  be  returned  unpaid  with  the  notation,  “Old  Date — See  Maker.” 

Revocation  of  this  request  shall  not  be  valid  if  oral  nor  unless  served  at  the  proper 
office  of  the  bank. 


Assignment  29 
August  31 


Mr*  Clark  (Filing  Division):  nHere*s  a batch  of  correspondence 

(*1)  to  be  filed.  ** 

Notes:  Flush  with  the  left  margin  below  are  captions  of 

folders  in  which  correspondence  with  and  from  each 
correspondent  listed  below  the  caption  is  to  be  filed. 
Retype  the  list,  indexing  and'  arranging  the  names  of 
correspondents  in  strict  alphabetical  order* 

In  the  two  special  folders  Applications  and  Albright  & 
Company  indicate  the  order  by  number  only,  from  front 
to  back,  placing  the  most  current  correspondence  in 
front. 

(»1) 

A - Af 

Adler* 8 Food  Shoppe 
Howard  E.  Aaron,  Sr. 

A-M  Service  Shop 
A & E Sales  Company 
Affiliated  Transit  Lines 
Abatte  Auto  Shop 
Adlers*  Art  Store 
A-l  Taxi  Service 
Dr.  John  H.  Adler 
F.  0*  A* Carte 
Howard  E.  Aaron  III 
A-l  Cleaners 

Albright  & Company 

1*  Letter  of  complaint  from,  dated  August  11* 

2.  Telegram  from  dated  August  8,  requesting  informa- 
tion about  Purchase  Order,  dated  August  2. 

3.  Copy  of  Credit  Memorandum  to,  dated  August  14. 

4.  Sales  Invoice  to,  dated  August  5. 

5.  Cross  Reference  Sheet,  dated  August  15,  Subject: 
Recommendation — John  MacDonald. 

6.  Letter  from,  enclosing  check,  dated  August  20. 

7.  Purchase  Order  from,  dated  August  2. 

8.  Cross  Reference  Sheet,  dated  August  10  to 

Brown  & Dalton;  Subject:  Our  Credit  Relations 

with  Albright  & Company. 

9.  Letter  of  adjustment  to,  dated  August  13. 

10.  Copy  of  telegram,  dated  August  8,  sent  in 

answer  to  telegram  from,  of  same  date,  re- 
garding Purchase  Order,  dated  August  2. 

(Concluded  on  A29-2) 
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^.350*75. 


Boston,  Massachusetts 

(City  or  Maker) 


April  l,/9  xx 


Slaty .days 


after  date  we  promise  to  pay 


to  the  order  of  Burr  & Bona,  Inc 


Three  Hundred  Fifty  and  75/100 


SVL-, 


jPayalle  at- 

\Jalue  receive 
Yjo.  .307  2)«, 


Commercial  Bank.  Boston.  Massachusetts 


c/  with  interest  at °/° 

May  30  , i9  xx  . ^ 


JORDAH  & COMPANY 

(Slrnature^of  Maker) 


Illustration  of  a Company  Note 


Illustration  of  a Demand  Note 


COLLATERAL  NOTE,  The  collateral  note  is  similar  in  effect 
to  the  ordinary  note  except  that  a statement  is  made  in  it  to 
the  effect  that  the  maker  has  deposited  with  the  payee  certain 
collateral  securities  and  has  given  to  the  payee  certain  rights 
in  regard  to  these  securities*  If  no  time  is  stated  in  it,  the 
note  becomes  payable  on  demand* 


September  4 


Mr.  Miller  (Credit  pi vision):  "Here's  a letter  (#1)  that  was 

typed  yesterday  by  a girl  we  had  in  on  a temporary  basis. 

It's  a 'mess'.  Retype  it,  making  all  corrections  and  the 
necessary  enclosure.  I originally  dictated  a 'sixty-day 
six  per  cent  note',  then  later  changed  it  to  a 'demand  note'. 
Evidently,  she  didn't  understand  my  instructions  as  you  can 
see  from  the  letter.  The  note  should  read  'On  Demand'.” 

(*1) 


JORDAN  & COMPANY 

2 1 9 Main  Street 
Boston,  Massachusetts 

August  31,  19xx. 


United  furniture  company 
1093  St.  Clair  Avenue 
Springfield,  Mass. 

SUBJECT:  Invoice  No.  6752,  dated  August  31. 

Dear  Mr.  Burr: 

Attention  Frank  T.  Burr,  Comptroller 

We  are  very  much  pleased  with  the  office  desks  and  ch 
charis  recently  purchased  for  your  firm.  In  compliance 
with  the  terms  of  the  invoice,  enclosed  are  a check  for  $250 
and  a 6 percent  demand  note  for  $538.00. 

The  check  in  payment  of  the  note  wi  11  reach  you  at  such 
time  as  you  may  designatre. 

We  appreciate  very  much  your  curtsy  in  accepting  the 
note  and  hope  that  some  time  we  shall  have  an  opportunity 
to  receprocate  the  favor. 


Very  truly  yours. 
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Assignment  31 


RECONCILIATION  OF  BANK  STATEMENT 

When  the  monthly  statement  Is  issued  by  the  bank,  it  is 
necessary  for  two  reasons  to  verify  the  figures  against  the 
records:  (1)  to  discover  possible  errors,  and  (2)  to  ascertain 
the  actual  balance  to  your  credit  in  the  bank. 

The  general  procedure  in  reconciling  the  bank  statement 
balance  is: 

1.  Check  the  deposits  shown  on  the  check  stubs 
against  the  deposits  credited  by  the  bank  as 
shown  on  the  statement. 

2.  Arrange  the  canceled  checks  in  numerical 
order  and  compare  them  with  the  check  stubs 
and  statement  as  to  the  amounts. 

3.  Prepare  a list  of  the  numbers  and  amounts 
of  the  outstanding  checks  and  total. 

4.  Deduct  the  total  of  the  outstanding  checks 
from  the  balance  in  the  bank. 

If  there  are  no  further  adjustments  or  errors,  the  correct 
balance  in  the  bank  will  agree  with  the  balance  in  the  check 
book.  However,  ocassionally  other  adjustments  and  errors  may 
cause  a difference  in  these  two  totals;  such  as: 

1.  Difference  between  check-stub  amount  and 
the  check  amount. 

2.  Errors  in  computing  correct  balance  when 
issuing  checks,  or  in  entering  or  adding 
deposits  in  the  check  book. 

3.  Interest  on  daily  bank  balance. 

4.  Collections  of  commercial  paper  by  bank. 

5.  Interest  collected  on  collateral. 

6.  Exchange,  collection  charges,  service, 
and  other  expense  charges. 

7.  Interest  on  demand  notes. 
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8,  Deposit  items  returned  to  bank  unpaid, 

9,  Errors  in  entering  ehecks  or  deposits  on 
bank  statement, 

DISHONORED  CHECKS,  When  a check  deposited  in  a bank  proves 
to  be  worthless  or  has  a defect,  the  bank  charges  the  amount  of 
the  check  against  the  depositor’s  account  and  mails  the  check  to 
him  together  with  a notice  as  to  why  the  check  was  not  honored, 

"NOT  SUFFICIENT  FUNDS”  (NSF)  CHECKS,  When  a check  which 
has  been  deposited  is  returned  by  the  bank  marked  "Not  Suffi- 
cient Funds,"  or  "Insufficient  Funds,"  and  the  check  is  drawn 
on  another  bank  in  the  same  city,  the  check  may  be  taken  to  that 
bank  on  which  drawn  and  presented  for  payment  or  certification. 
When  the  Clearing  House  presents  checks  to  a bank  for  payment 
drawn  by  one  of  its  depositors,  the  face  value  of  the  checks  Is 
presented  as  one  total,  not  as  individual  items.  If  the  de- 
positor’s account  balance  is  not  large  enough  to  cover  the  total 
amount  of  the  checks  presented,  all  the  checks  are  marked  "Not 
Sufficient  Funds,"  Consequently,  there  may  be  a balance  to  his 
credit  to  honor  one  or  two  checks  thus  marked. 

OVERDRAFTS.  Legally,  banks  may  not  pay  checks  for  amounts 
exceeding  the  balance  of  a depositor’s  account.  Checks  drawn 
for  amounts  exceeding  a depositor’s  balance  will  be  dishonored 
and  a "protest"  charge  made  against  the  drawer. 
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September  5 


Mr,  Bradley  (Accounting  Division):  "Here  are  our  reconcilia- 

tion for  last  month  T*l)#  this  month* s Bank  Statement  (*2), 
and  the  current  month* s check  stubs  (*3).  Reconcile  the 
statement  and  prepare  two  copies  similar  to  that  of  last 
month,” 


JORDAN  & COMPANY 
Bank  Reconciliation 
July  31,  19xx 


Balance,  per  Bank  Statement,  • • ,$1710,70 

Add  deposit,  July  31  (mailed),  , 172,10  1882,80 

Deduct  Outstanding  Checks: 

#333  . . • $ 5.00  #338  . . . $70.10 

#335  . . . 42.25  #339  . . . 6.75 

#337  . . . 31.05  #340  . . . 36.20  . . . 191,35 


Adjusted  Bank  Balance,  1691,45 

Balance,  per  check  book.  • • • • • 1668,40 

Add,  Collection  of  Sight  Draft  • 29,95  1698*35 

Deduct:  Exchange  Charges 6,15 

Collection  Charges.  • • • ,75  6,90 

Correct  Check  Book  Balance  1691,45 

! 
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(»2) 


Commercial  Bank 

BOSTON.  MASSACHUSETTS 


Jordan  & Company 219  Main  Street Boston Maaaachuat 

| (STREET) ’ (CITY) ’ (STATE) 


DATE 

, LISTED  1 

CHECKS 

N THE  ORDER  OF  PAYMENT.  READ  ACROSS 

DATI 

DEPOSITS 

DATE 

NEW  BALANCE 

BALANCE  FORWARD 

' 

1710.70 

Aug 

1 

42.25  - 

#335  (See  Note  below) 

Aug 

1 

172.10 

Aug  1 

1840.55 

Aug 

2 

70.10  - 

338 

Aug 

2 

210.75 

Aug  2 

1981.20 

Aug 

3 

15.00  - 

343 

Aug  3 

1966.20 

Aug 

6 

36.20  - 

340 

Aug 

6 

185.00 

Aug  6 

2115.00 

Aug 

7 

31.05  - 

337 

Aug  7 

2083.95 

Aug 

7 

187.50  - 

344 

Aug  7 

1896.45 

Aug 

8 

50.15  - 

345 

Aug  8 

1846.30 

Aug 

10 

158.00  - 

341 

Aug 

10 

540.67 

Aug  10 

2228.97 

Aug 

11 

86.50  - 

348 

Aug  11 

2142.47 

Aug 

13 

8.10  - 

346 

Aug  13 

2134.37 

Aug 

13 

206.05  - 

342 

Aug  13 

1928.32 

Aug 

15 

18.60  - 

350 

Aug 

15 

L 

500.00 

Aug  15 

2409.72 

Aug 

17 

122.50  - 

349 

Aug  17 

2287.22 

Aug 

24 

375.00  - 

354 

Aug  24 

1912.22 

Aug 

27 

100.00  - 

351 

Aug  27 

1812.22 

Aug 

28 

235.00 

Aug  28 

2047.22 

Aug 

29 

180.00  - 

355 

Aug  29 

1867.22 

Aug 

30 

22.50  - 

357 

Aug  30 

1844.72 

Aug 

31 

EX 

1.80  - 

Aug  31 

1842.92 

Aug 

31 

DL 

3.25  - 

Aug 

31 

CL 

175.00 

Aug  31 

2014.67 

Aug 

31 

CC 

.25  - 

Aug  31 

2014.42 

Note  t 

The  numbers  of 

the  oheoka  cashed  by  the 

bank  have  been 

entered  on  the  statement 

slnoe  it  is  not 

possible  to  have  the 

aotual  checks  for  verification.  Assume 

that  the  checks 

are  listed  at  their 

oorreot  face  value. 

Key  to  Abb 

reviations 

T 

Telegram 

CR 

Check  Returned  Unpaid 

DL 

Demand  Interest  on  Loan 

EX 

Exchange  Charge 

IC 

Interest  on  Loan  Collateral 

L 

Loan 

CL 

Collection 

BALANCE 

CC 

Collection  Charge 

i 
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DETAILS  OP  DEPOSITS,  CHECKS  ISSUED,  AND 

BANK  CREDITS 

Month  of  August,  19xx 

1 

Balance.  . . . • 

#1668.40 

15 

Note,  Commercial 

#341 

158.00 

Bank. 

# 500.00 

#349.  . 

122.50 

2 

Deposit.  • • • • 

210.75 

#350.  . 

18.60 

#342  

206.05 

#343  

15.00 

20 

#351.  . 

100.00 

#344  

187.50 

#352.  . 

10.00 

6 

Deposit.  . . . . 

185.00 

23 

#353.  . 

7.85 

#345  

50.15 

27 

Deposit 

(mailed) 

235.00 

7 

Collection  of 

#354.  . 

375.00 

Sight  Draft.  • 

29.95 

#355.  . 

180.00 

Exchange  Charges 

for  July  . . . 

6.15 

29 

#356.  . 

125.00 

Collection 

#357.  . 

22.50 

Charges  for 

#358.  . 

10.00 

July 

.75 

#359.  . 

75.00 

10 

Dividends  (AT&T) 

195.00 

30 

Deposit 

(mailed) 

375.00 

Royalty,  Eureka 

#360.  . 

18.20 

Mfg.  Company  • 

345.67 

#361.  . 

62.85 

#346  

8.10 

#347  

5.75 

#348  

86.50 

Balance 

• . . . 

1893.32 

- 


i i 


* 
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Assignment  32 


BAR  GRAPHS 


The  bar,  or  columnar  graph,  is  used  to  show  contrast  and 
is  of  two  kinds:  (1)  horizontal  and  (2)  vertical.  The  choice 

of  deciding  which  of  the  two  types  to  use  depends  much  on  the 
problem  in  question  and  must  be  decided  for  each  case, 

A bar  graph  showing  more  than  one  factor  is  called  a Com- 
pound Graph  and  is  often  used  to  compare  same  facts  during  dif- 
ferent periods.  The  periods  may  be  designated  by  light  and  dark 
lines,  or  by  bars,  each  with  a key  or  legend  telling  which  each 
bar  represents. 


MONTHLY  SALES  IN 

THOUSANDS 
19  xx 

OF  DOLLARS 

Q 

lfl 2Q 

afl— 

40 

— 

January 

February 

March 

April 

May 

June 

July 

August 

September 

October 

November 

December 


XXXXXXXXXX  CXXXXXXXXX  XXXXXXXXXX  XXXXXXXXXX 
XXXXXXXXXX  XXXXXXXXXX  XXXXXXXXXX  xxxxxx 
XXXXXXXXXX  XXXXXXXXXX  XXXXXXXXXX  XXXXXXXX 
XXXXXXXXXX XXXXXXXXXX XXXXXXXXXX EX 

XXXXXXXXXX  XXXXXXXXXX  XXXXXXXXXX  XXXXXXXXXXfXXXXXXXX 
XXXXXXXXXX XXXXXXXXXX XXXXXXXXXX EXXXXXX 
XXXXXXXXXX  XXXXXXXXXX  XXXXXXXXXX  XXXXXXXXXXjXXX 
XXXXXXXXXX XXXXXXXXXX XXXXXXXXXX xxxxxxx 
XXXXXXXXXX XXXXXXXXXX XXXXXXXXXX xxxxxxxxxxfcxxxxxxx 
XXXXXXXXXX XXXXXXXXXX XXXXXXXXXX xxxxxxx 
XXXXXXXXXX XXXXXXXXXX XXXXXXXXXX XXXX 

xxxxxxxxxxxxxxxxxxxxx  xxxxxxxxx 


A Horizontal  Bar  Graph 


A Vertical  Bar  Graph 


September  6 


Mr.  Walker  (Sales  Division):  "Prepare  a horizontal  bar  graph 

for  Department  22  (A26-2)  for  the  last  six  months  of  last 
year,  and  a vertical  compound  bar  graph  for  the  three 
departments  for  the  months  of  April  through  September." 
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Assignment  53 


September  7 . 

► 

Mr.  Miller  (Credit  Division):  "Here  is  a request  from  Roberts  & 

Green  (*2)  that  we  permit  them  to  give  us  a note  in  payment  of 
their  invoice.  Send  them  this  reply  (•*!)." 


(»1) 


_ -ft-  -i*  J 


lTC^-AjLJ- 


A 


■ 
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(*2) 


3S3  DORCHESTER  AVENUE 

GARDNER,  MASSACHUSETTS 

September  4,  19xx 


Jordan  & Company 
219  Main  Street 
Boston,  Massachusetts 

Gentlemen: 


As  a result  of  a recent  fire  as  well  as  unforeseen 
labor  difficulties  which  necessitated  a curtailment 
of  business  for  almost  two  months,  we  are  unable  at 
the  present  time  to  meet  the  balance  due  on  our  ac- 
count . 

For  the  unpaid  balance  of  our  account,  $420.95,  we 
should  very  much  appreciate  your  extending  us  addi- 
tional credit  privileges  in  the  form  of  a 60-day, 

6%  note.  We  assure  you  that  should  you  desire  to 
discount  the  note  at  your  bank,  you  may  do  so  with 
full  assurance  that  it  will  be  promptly  paid  upon 
presentment* 

We  sincerely  hope  that  this  method  of  payment  will 
meet  with  your  approval.  We  feel  confident  that  our 
future  obligations  will  be  met  with  our  usual  prompt 
ness  and  according  to  terms. 


ri 


Very  truly  yours, 


ROBERTS  & GREEN,  INC. 


Enc . 
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Assignment  34 
TRADE  ACCEPTANCES 


Both  the  Promissory  Note  and  an  Acceptance  provide  written 
evidence  of  a debt  and  a written  promise  to  pay  and  are  in- 
tended to  defer  actual  payment  rather  than  to  discharge  an  obli- 
gation. However,  an  Acceptance  differs  from  a note  (1)  in  the 
nature  of  the  transaction  requiring  its  use  and  (2)  in  the  man- 
ner in  which  it  is  handled.  An  Acceptance  acknowledges  an  im- 
mediate obligation,  while  a Note  may  acknowledge  either  and/or  a 
past  obligation.  Neither  can  be  converted  into  cash  except  by 
the  process  of  discount  or  sale.  Trade  Acceptances  are  accepted 
by  merchants  and  indicate  that  merchandise  has  been  sold  and  that 
payment  will  be  made  by  the  purchaser  at  maturity  of  the  Trade 
Acceptance. 

The  basis  of  an  Acceptance  is  a time  draft,  or  order,  show- 
ing on  its  face  (1)  the  amount  to  be  paid,  (2)  time  of  payment, 
and  (3)  the  name  of  the  person  to  whom  payment  is  to  be  made. 


TRADE  ACCEPTANCE 

.AC  Bos  ton  f Massachusetts  May 

(city  of  drawer)  (date) 

f&C  Peck  & Son  186  State  Street.  Springfield.  Massachusetts 

(name  of  drawee) 

(y1~.  June  1.  19xx 

(address  of  drawee) 

rf  Jordan  & Company 

(date  of  maturity)  p 

Five  hundred  and  no/100 

The  obligation  of  the  acceptor  hereof  arises  out  of  the  purchase  of  goods  from  th 
company  in  the  United  States  which  he  may  designate. 

Arrppted  at  on  19  1 

(name  of  payee) 

c drawer.  The  drawee  may  accept  this  bill  payable  at  any  bank,  banker  or  trust 

1 JORDAN  4 COMPANY  

(city)  (oat.)  1 

Payable  at 

(name  of  bank)  > 

Location 

(signature  of  drawer) 

as 

(signature  of  acceptor) 

The  Acceptance  may  be  completed  by  writing  across  the  face 
of  the  instrument  (1)  the  word  "Accepted, " (2)  the  date  of  the 
acceptance,  (3)  the  signature  or  authorized  signature  of  the 
acceptor,  and  (4)  while  not  necessary,  the  place  at  which  pay- 
ment is  to  be  made --usually  at  the  bank  of  the  acceptor.  Should 
no  place  be  specified,  the  place  of  payment  will  be  the  business 
address  of  the  acceptor.  Some  Trade  Acceptance  forms  provide 
space  for  this  information  to  be  filled  in.  Notice  the  illustra- 
tion on  the  following  page. 
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The  Acceptance,  when  completed.  Is  returned  to  the  drawer, 
who  either  holds  it  until  maturity  or  discounts  it,  depending 
upon  his  financial  needs  or  desires.  When  due,  the  instrument 
must  be  presented  for  payment  either  directly  to  the  acceptor 
or  to  his  bank  if  arrangements  have  been  made  for  its  payment 
there. 


Jfc.  -J36 


TRADE  ACCEPTANCE 
Boston,  Massachusetts 


tf^TPeck  & Son 


(city  or  drawer) 


(oath) 


May  1 


(name  op  drawee) 


186  State  Street.  Springfield.  Massachusetts 

(address  op  drawee) 


June  1,  Idxx. 


(date  op  maturity) 

Five  hundred  and  no/100- 


3%r !/,  & Mie  «/~  Jordan  & Company 

/ (NAME  C 

t. (/  500,00. 


I OF  PAYEE) 


The  obligation  of  the  acceptor  hereof  arises  out  of  the  purchase  of  goods  from  the  drawer.  The  drawee  may  accept  this  bill  payable  at  any  banl^,  banker  or  trust 
company  In  the  United  States  which  he  may  designate. 

Accepted  at  Springfield*.  Masson  May  .2 ,19  x*. 

(city)  (oath) 

Payable  a^Jlity-JHatlonal  Bank 

(NAME  OF  bank) 

Location Spying ffleldl.  Massachusetts 


JORPAS  & COMPANY 


(SIGNATURE  or  ORAWER) 


BldW.  Ma 


(signature  or  acceptor)  T 1*0  8. S 11 1*0  2? 


T 


September  10 

Mr.  Miller  (Sales  Division):  "Send  this  letter  (*2)  to  Knight  & 

Hall  in  reply  to  their  request  (*1)." 

(■**■1  and  *2 — pages  A34-3,  A34-4) 
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(»1) 


Knight  & Hall 


754  WEST  ADAMS  STREET 


Portland,  Maine 


September  7,  19xx 


Jordan  & Company 
219  Main  Street 
Boston 

Massachusetts 
Gentlemen : 

Enclosed  is  an  order  for  $358.25  in  full  payment  of 
which  we  respectfully  request  terms  in  the  form  of  a 60- 
day  Trade  Acceptance  in  lieu  of  our  customary  terms  of 
2/10,  n/30. 

While  collections  this  month  have  been  below  par — 
hence  the  reason  for  the  Trade  Acceptance — we  assure  you 
that  the  obligation  will  be  met  upon  presentment. 

This  request,  we  realize,  is  a little  unusual  in 
view  of  the  fact  that  we  have  always  taken  advantage  of 
the  2#  discount.  However,  our  present  situation  is 
purely  temporary  and  with  the  placing  of  our  next  order, 
we  are  confident  we  shall  be  able  to  resume  our  regular 
terms . 


Very  truly  yours 


F.  D.  Patterson 
President 


FDP: ow 


Enclosure 
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Assignment  35 


CIRCULAR  GRAPHS 


Circular  Graphs, 
commonly  called  "Pie" 
charts,  resemble  a 
pie  divided  into  sec- 
tions and  show  rela- 
tive proportions  in 
percentages. 

In  dividing  a 
circle  into  relative 
percentages,  it  is 
necessary  to  convert 
into  degrees  the  rela- 
tive proportions  as 
given  in  percentages. 
This  conversion  is  ac- 
complished by  multi- 
plying the  total  num- 
ber of  degrees  in  a 
circle  (360°)  by  each 
of  the  relative  per- 
centages, The  "sec- 
tions" which  are  to 
represent  the  rela- 
tive proportions  of 
degrees  are  then  marked 
and  ruled  in  a circle 
with  the  aid  of  a pro- 
tractor. 


To  illustrate:  Assume  the  following  statistics  are  to  be 

shown  on  a "pie"  chart: 

Selling  Expenses  • • . 16,1$ 

General  Expenses  • • , 8,9$ 

Administrative 


Expenses 10,5$ 

Manuf  ac  turing 

Expenses  ,,••••  59,5$ 
Net  Profit 5.0$ 
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After  converting  the  percentages  to  degrees,  the  various 
sections  are  marked  off  on  a circle  and  ruled  as  shown  in  the 
two  illustrations. 

Section  A 
Section  B 
Section  C 
Section  D 
Section  E 

100.0$  360° 


16.1$  or  58° 
8.9$  or  320 
10.5$  or  38° 
5.0$  or  18° 
59.5$  or  214° 


( 
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September  11 


Mr.  Walker  (Sales  Division):  "Here's  another  report  (**1)  I 

asked  Mr.  Kendall  to  prepare  for  me.  Prepare  a 'Pie'  craph, 
using  crayons  to  bring  out  the  contrast  more  effectively." 


(»1) 


JORDAN  & COMPANY 
Office  lAemorandum  . boston,  MASSACHUSETTS 

TO  : Mr.  Walker  date.  September  10,  19xx 

from  Mr.  Kendall 

subject:  Breakdown  of  a Dollar  Sale,  Department  7 


Below  is  the  breakdown  you  requested  of  a Dollar  Sale, 
Department  7,  based  on  the  sales  of  the  first  six  months  of 
this  year: 


Cost  of  merchandise  sold 
Buying  Expenses  . . . . 
Selling  Expenses  . . . . 
Operating  Expenses  . . . 
Administrative  Expenses 
Miscellaneous  Expenses  . 
Net  Profit  


57  i 
10^ 

H 


T. J.K. 


TJK:ya 
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Assignment  56 


DRAFTS 


"Draft"  Is  a non-technical  term  used  in  the  business 
world  instead  of  the  correct  legal  term,  "Bill  of  Exchange." 
There  are  four  classes  of  bills  of  exchange,  namely:  (1) 

check,  (2)  bank  draft,  (3)  customer's  draft  /commercial/, 
and  (4)  trade  acceptance. 

COMMERCIAL  DRAFT.  Owing  to  their  similarity  in  appearance, 
promissory  notes  and  drafts  sometime  cause  confusion.  A care- 
ful analysis  of  the  notes,  pages  A30-1  and  A30-2,  with  the  fol- 
lowing illustrations  will  reveal  that  the  note  is  a "promise 
to  pay"  and  that  the  draft  is  an  "order  to  pay."  A "draft1’  is 
a form  of  order  usually  sent  through  a bank  from  one  party  to 
another,  requesting  that  a sum  certain  in  money  be  paid  to  the 
person  named  in  the  draft. 

According  to  parties  Involved,  drafts  may  be  classified 
as  (1)  three-party  and  (2)  two-party.  The  Illustration  below 
is  a three-party  draft  in  which  Jordan  & Company  is  the  drawer 
(one  who  orders  the  payment),  Danielson  & Baker  is  the  payee 
(one  who  receives  the  payment),  and  Adams  & Stone  is  the 
drawee  (one  who  actually  pays  the  money  upon  order  of  the 
drawe r ) . This  form  of  draft  Is  decreasing  in  usage  today. 
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However,  suppose  Danielson  & Baker  owed  Jordan  & Company 
$500  but  showed  no  signs  of  paying  it.  Jordan  & Company  could 
draw  up  a two-party  draft  (illustration  below)  in  which  they, 
Jordan  & Company,  would  appear  as  both  the  drawer  and  the 
payee.  This  type  of  draft  is  just  as  much  an  order  as  the 
three-party,  but  it  originates  from  the  one  to  whom  the  money 
is  due  rather  than  from  the  debtor.  Frequently,  the  bank  is 
the  payee,  in  which  case  the  instrument  is  still  a two-party 
draft — the  bank  acting  merely  as  an  agent  for  the  drawer. 


Both  two-  and  three-party  drafts  as  to  duration  are  of  two 
kinds:  (1)  sight,  and  (2)  time. 

A sight  draft  is  an  order  which  is  payable  upon  present- 
ment to  the  drawee.  Sight  drafts  are  used  often  as  a means  of 
demanding  payment  of  an  overdue  account  and  also  in  connection 
with  Bills  of  Lading  (Assignment  54). 

A time  draft  is  one  that  becomes  payable  later  than  the 
date  on  which  it  is  drawn.  One  of  the  purposes  of  drawing  a 
time  draft  is  to  secure,  by  its  acceptance,  a negotiable 
instrument  which  may  be  used  for  discount  purpose  at  the  bank, 
the  possibility  of  such  discount  depending  largely  upon  the 
financial  responsibility  of  the  acceptor.  To  insure  its 
payment,  it  is  usually  sent  to  the  debtor  who,  if  he  agrees, 
honors  it  by  signing  his  name,  the  word  "Accepted,"  and  the 
date  of  acceptance  across  the  face  of  the  instrument.  In 
essence,  the  draft,  thus  accepted,  is  as  good  as  a promissory 
note.  Notice  the  illustration  on  the  following  page. 


When  collection  procedure  takes  the  form  of  drawing  a 
draft,  the  general  policy  is  to  notify  the  debtor  that  you  will 
draw  on  him  at  a stated  time  (ten  days,  for  example)  for  a cer- 
tain amount,  usually  the  balance  due  on  an  account  or  invoice. 

In  the  absence  of  a response,  a sight  draft  is  drawn  payable  to 
the  drawer,  endorsed  to  and  placed  with  the  bank  for  collection. 
The  best  form  of  endorsement  to  use  under  such  circumstances  is 
the  full  restrictive: 


The  bank  will  then  send  the  draft  to  its  correspondent 
(bank  with  which  it  does  business)  in  the  city  in  which  the 
debtor  does  business  or  lives.  This  correspondent  bank  presents 
the  draft  to  the  debtor  to  be  either  honored  or  dishonored. 
Whether  he  honors  or  dishonors  the  draft,  a collection  charge  is 
made  against  the  endorser  by  the  bank  for  services  performed. 


Pay  to  the  Order  of 
Commercial  Bank 
For  Collection  and  Credit 
JORDAN  & COMP  ANT 


Note:  Notice  on  which  edge  of  the  back  of  the  draft 

the  endorsement  is  made. 
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Another  use  of  the  commercial  draft  is  to  make  a quick 
transfer  of  money.  As  an  example,  Dale  Russell,  a traveling 
salesman,  finding  himself  in  need  of  cash  for  expenses,  wires 
the  home  office  for  authority  to  draw  a definite  amount.  When 
authorized,  he  can  go  to  a bank,  fill  out  a commercial  draft, 
and  upon  identification,  secure  the  money  immediately. 


September  12 

Mr.  Miller  (Credit  Division):  "Okay,  draw  a sight  draft  on  each 

of  these  (**1),  payable  to  Jordan  & Company,  with  full  re- 
strictive endorsement  and  send  with  this  letter  (*2)  to  our 
bank. " 

Note:  Refer  to  page  A10-8,  A WORD  ABOUT  ENCLOSURES. 

(»1)  


JORDAN  & COMPANY 
Office  Memorandum  • boston,  MASSACHUSETTS 

to  : Mr.  Miller  date-.  September  11,  19xx 

from  : Mr.  Bentley 

subject:  Uncollectible  Accounts 


Recommend  that  we  draw  a sight  draft  on  each  of 
the  following  delinquent  accounts: 

1.  Clark  & Dewey 

1103  Milk  Street,  Duluth,  Minnesota 

Invoice  3-2/57,  March  2,  $87.15 

Their  bank — Central  Trust  Company,  Duluth 

2.  John  Reynolds  & Son 

1865  Pennsylvania  Avenue,  Washington,  D.  C. 
Invoice  4-18/86,  April  18,  $126.84 
Invoice  5-14/92,  May  14,  $206.50 
Invoice  6-20/71,  June  20,  $182.35 
Their  bank — Metropolitan  Bank,  Washington, 
D.  C. 


J . A. B. 


JABrab 
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(»  2) 

Form  Bank  Letter  Ho,  2 

Date 


Gentlemen: 

Enclosed  (is  a,  are)  Sight  Draft (s)  drawn  on: 
Drawee  Drawee *s  Bank 


Please  forward  (it,  them)  for  immediate  collection. 

If  collection(s)  (is,  are)  made,  please  credit  the 
proceeds  to  our  account;  if  dishonored  upon  presentment, 
please  notify  us  promptly. 

Very  truly  yours. 


A37-1 


Assignment  37 


September  12 


Mr*  Killer  (Credit  Division):  "Send  Collection  Letter  No.  10 

(■*1)  to  Reynolds  on  whom  we  drew  a sight  draft  (A36-4).  We 
notified  Clark  & Dewey  last  week  that  unless  they  remitted 
promptly,  we’d  draw  on  them — hence,  no  letter  is  necessary. 


1*1) 

Form  Collection  Letter  No.  10 


Date 


Salutation: 

Our  records  show  that  your  charge  account  has  carried 
an  unpaid  balance  of  $ , on  Invoice  No.  , dated 


You  have  already  enjoyed  a liberal  extension  of  time 
in  the  matter  of  this  bill,  and  in  fairness  to  our  other 
customers  we  cannot  permit  a further  delay  in  payment.  For 
that  reason,  we  are  drawing  on  you  today  for  the  amount  due 

through  the  Bank. 

We  hope  you  will  be  in  a position  to  honor  the  draft 
upon  presentment  so  that  your  credit  privilege  may  be  kept 
sound  and  valuable. 


Very  truly  yours. 


A38-1 


Assignment  38 


TIME  ZONES 


The  purpose  of  using  fast-service  telegrams,  or  long- 
distance telephone,  is  to  insure  fast  delivery  of  a message* 
However,  in  sending  telegrams,  as  well  as  in  placing  long- 
distance telephone  calls  to  distant  points,  the  difference  in 
time  in  various  parts  of  the  United  States  must  be  kept  in 
mind.  As  shown  in  the  map  below,  the  United  States  is  di- 
vided into  four  time  zones. 


PACIFIC  TIME  • MOUNTAIN  TIME  ■ CENTRAL  TIME  • EASTERN  TIME 


A study  of  the  map  shows  that  when  it  is  seven  o'clock 
in  Boston,  it  is  six  o'clock  in  Chicago,  five  o'clock  in 
Denver,  and  four  o'clock  in  San  Francisco.  Allowing  an  hour 
for  the  transmission  and  delivery  of  a telegram,  and  assuming 
that  five  o'clock  is  closing  time  for  a firm  in  San  Francisco, 
the  latest  a telegram  could  be  sent  from  Boston  for  delivery 
of  the  same  day  is  seven  o'clock.  Any  message  sent  after 
seven  o'clock  could  just  as  well  go  as  a night  letter  and  be 
delivered  as  early  the  next  morning  as  a fast  telegram,  end  at 
less  expense. 

The  fact  that  some  cities  use  daylight  saving  time  during 
certain  months  of  each  year  must  also  be  given  due  considera- 
tion. 


To  points  within  a radius  of  from  300  to  500  mile3  of  a 
given  city,  (Boston  to  New  York,  for  example)  a special  delivery 
letter  would  probably  be  delivered  the  next  morning  at  about  the 
same  time  as  would  be  a telegraphic  night  letter  sent  the  pre- 
vious afternoon* 
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September  13 


Mr,  Walker  (Sales  Division):  "Here's  a list  of  cities  to  which 

I have  frequent  occasion  to  send  a telegram  or  to  telephone 
long  distance.  Complete  the  chart  (#1)  and  type  me  a copy  so 
that  I can  have  it  handy  in  determining  whether  or  not  a tele- 
gram or  long-distance  telephone  call  will  be  necessary,  or 
whether  some  other  form  of  communication  will  do  just  as  well. 
In  computing  the  third  column,  assume  it  takes  forty-five 
minutes  for  transmission  and  delivery  to  a given  point  in  the 
Eastern  Zone,  one  hour  in  the  Central  Zone,  one  hour  and  fif- 
teen minutes  in  the  Mountain  Zone,  and  one  hour  and  thirty 
minutes  in  the  Pacific  Zone," 


(#1 — page  A38-3) 
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(»1) 


DEADLINES  FOR  SENDING  TELEGRAMS 


At  12  M in  Boston,  EST,  the  standard  time  in  each  of  the 
following  cities  and  the  deadline  time  for  sending  a telegram 
to  reach  its  destination  by  5 P.  M.  are: 

Deadline  for 
Sending  Tele- 
gram to  reach 
Destination 

City  Time  5 P.  M. 

Atlanta,  Georgia 
Baltimore,  Maryland 
Birmingham,  Alabama 
Charleston,  South  Carolina 
Chicago,  Illinois 
Cincinnati,  Ohio 
Dallas,  Texas 
Denver,  Colorado 
Des  Moines,  Iowa 
Detroit,  Michigan 
Hartford,  Connecticut 
Indianapolis,  Indiana 
Los  Angeles,  California 
Louisville,  Kentucky 
Memphis,  Tennessee 
Milwaukee,  Wisconsin 
Minneapolis,  Minnesota 
Newark,  New  Jersey 
New  York,  New  York 
New  Orleans,  Louisiana 
Norfolk,  Virginia 
Omaha,  Nebraska 
Philadelphia,  Pennsylvania 
Portland,  Oregon 
Providence,  Rhode  Island 
St.  Paul,  Minnesota 
Salt  Lake  City,  Utah 
Seattle,  Washington 
St.  Louis,  Missouri 
Washington,  D.  C. 


- 


■ 
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Assignment  59 


September  14 

Mr,  Miller  (Credit  Division):  "Prepare  the  draft  for  this 

letter  (**1)  to  be  enclosed  with  this  letter 

Note:  Refer  to  A10-8,  A WORD  ABOUT  ENCLOSURES. 


(*1) 

WHEELOCK  & COMPANY,  Inc. 


W O R c 


507  CONGRESS  STREET 

ER,  MASSACHUSETTS 

September  13,  19xx 


Jordan  & Company 

219  Main  Street 

Boston,  Massachusetts 


Gentlemen: 

This  is  in  reply  to  your  letter  of  September  10 
relative  to  our  request  of  September  6 for  an  extension 
of  thirty  days  on  our  unpaid  balance  of  $468.50. 

We  greatly  appreciate  your  willingness  to  extend 
our  credit,  and  we  shall  be  very  glad  to  honor  a 30-day- 
after-sight  draft  in  favor  of  Brooks  Paper  Company,  314 
Howard  Street,  Springfield,  Massachusetts.  You  may  rest 
assured  that  the  obligation  will  be  met  when  presented 
for  payment. 

Thank  you  again  for  this  favor. 

Very  truly  yours, 


WHEELOCK  Sc  COMPANY,  INC 

Ralph  Bowman 

Treasurer 


RB/TI 
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Assignment  40 


September  14 


Mr,  Miller  (Credit  Division):  "The  terms  on  each  of  these 

orders  are  okay  (#1).  Prepare  each  necessary  paper," 

NOTE:  No  envelopes. 


(*1) 


Office 

Memorandum  • 

JORDAN  & COMPANY 
BOSTON,  MASSACHUSETTS 

TO  : 

Mr.  Miller 

date:  September  13,  19xx 

FROM  : 

Mr.  Roberts 

SUBJECT: 

Credit  Terms 

Orders  were  received  today  from  the  concerns 
listed  below,  each  asking  credit  privileges  in  the 
form  specified  in  the  last  column: 

Amount  of  Order 

Desired  Terms 

Sparkes  & Sons 
White  Building 
Washington  Street 
Holyokef  Massachusetts 

$174.25 

30-day,  6%  note 

_/ 

Midland  Sales,  Inc. 

17  State  Street 

New  Haven,  Connecticut 

112.75 

30-day  TA 

Burton  & Parsons 
182  Jefferson  Street 
Providence,  Rhode  Island 

76.59 

Sight  Draft, 
payable  to  our 
bank 

Pixton  & Son 
265  Maple  Street 
Hartford,  Connecticut 

107.50 

6 % Demand  Note 

Union  Furniture  Store 
569  East  Pine  Street 
Auburn,  Maine 

139.72 

Draft — 30  days 
after  sight 

May  I have  your  approval  in  each 
writing  up  the  order? 

case  before 

TGR:vb 

T. 

G.R. 

- 


- 
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Assignment  41 


September  18 

Mr,  Miller  (Credit  Division):  "I  have  drafted  the  necessary 

letter  (#2)  in  reply  to  this  letter  (-$*1)." 

(»1) 

The  Parker  Company 

as  SIDNEY  STREET 

Cambridge  , Massachusetts 

September  17,  19xx 


Jordan  & Company 
219  Main  Street 
Boston,  Massachusetts 

Gentlemen: 

Enclosed  in  a check  for  $279.95  in  full  of  your  invoice 
No.  9-6/74  of  September  6;  terms:  2/10,  n/30. 

Through  oversight  this  check  was  not  mailed  yesterday — 
within  the  discount  period. 

However,  we  hope  you  will  accept  this  explanation  and 
this  check  in  full  payment  of  the  invoice,  $287*50, 
less  2%. 

Yours  truly, 

THE  PARKER  COMPANY 

D,  H.  Goodwin 
Cashier 

DGH — 2 


Enclosure— check 
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Assignment  42 


DEPOSITS 


A bank  deposit  is  a sum  of  money  placed  with  a bank  to  be 
used  by  it  in  accordance  with  banking  practices,  and  which  is 
to  be  repaid  to  the  depositor  if  and  when  he  so  desires,  A 
deposit  may  include  money  (coins  and  bills),  checks,  postal 
money  orders,  express  money  orders,  and  bond  coupons,  A 
deposit  is  credited  to  the  depositors  account  conditionally. 
If  checks,  for  example,  are  not  collectible,  they  will  be 
charged  back  to  the  depositors  account. 

Two  steps  are  necessary  to  complete  a deposit: 

1,  The  checks  must  be  properly  endorsed, 

2,  A deposit  ticket  must  be  prepared, 

ENDORSEMENTS , When  preparing  checks  for  deposit,  notice: 

1.  Checks  should  be  prepared  for  deposit  and  de- 


posited as  soon  after  receipt  as  possible,  A 
check  good  at  the  time  drawn  may  not  be  when 
presented  for  payment— the  death  of  the  drawer 
or  business  reverses  will  tie  up  the  account 
if  the  bank  is  notified  prior  to  the  present- 
ment of  the  check, 

2,  That  all  checks  transferred  to  you  by  the  payee 
or  endorsee  are  properly  endorsed.  Endorsement 
of  a check  may  be  made  by  a mere  mark  when  the 
endorser  is  actually  unable  to  sign  his  name  in 
the  usual  manner.  A witness  is  necessary,  how- 
ever, and  the  person  in  whose  presence  the  en- 
dorsement is  made  should  sign  his  own  name  and 
the  word  "Witness"  below  his  signature. 
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3.  That  the  form  of  the  name  In  the  endorsement  Is 
identical  with  that  on  the  face  of  the  check*  If 
the  name  of  the  payee  on  the  face  of  the  check 
reads  "Geo*  R.  Black,"  the  correct  endorsement 
should  read  likewise,  "Geo*  R.  Black* " No  other 
arrangement  of  the  name  should  be  accepted* 

4.  The  endorsement  for  deposit  should  appear  on  the 
back  left  edge  of  the  paper  so  that  nothing  can 
be  written  over  it.  Otherwise  a dishonest  person 
(Joe  X,  for  example)  coming  into  possession  of 
the  check  might  write  above  the  endorsement  of 
the  payee  "Pay  to  the  Order  of  Joe  X,"  and  as  a 
result  be  able  to  cash  the  check  more  readily* 
This  possibility  of  dishonesty  is  possible  par- 
ticularly when  the  "Blank  Endorsement"  is  used* 

5.  The  full  restricted  form  of  endorsement  is  the 
best  form  of  endorsement: 


Note : Notice  on  which  edge  of  the  back  of  the 

check  the  endorsement  is  made. 
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Note : For  commercial  paper  discounted  at  a bank, 

the  same  form  of  endorsement  is  used  with 
the  exception  of  the  third  line,  which,  in 
such  a case,  should  read,  MFor  Discount 
and  Credit • 


COMMERCIAL  BANK 

Boston,  Massachusetts 
Deposited  for  oAccount  of 

— Jordan  & Company 

219  Main  Street 
Boston 

Massachusetts 

September  19, 19^x 


All  items  accepted  subject  to  tbe  conditions 
stated  on  the  reverse  side  of  this  deposit  slip. 


Bilk 

DOLLARS 

CENTS 

168 

••  — 

Specie 

3 

45 

Chech  on 

5-39 

24 

03 

5-45 

318 

75 

53-117 

32 

84 

53-346 

56 

12 

56-29 

25 

Postal  M.  0* 

37 

50 

Express  M.  0. 

45 

67 

Uae  Truuit  Number  TnT1, 

for  luting  check*. 

691 

36 

DEPOSIT  TICKET.  The  bank 
will  furnish  pads  of  deposit 
slips*  Currency  to  be  deposi- 
ted should  be  arranged  with 
all  bills  face  side  up*  While 
not  essential,  bank  tellers  do 
appreciate  the  courtesy  and 
consideration*  Bills  of  the 
same  denomination  should  be 
attached— the  largest  denomi- 
nation on  top  and  the  smallest 
on  the  bottom,  thus  facilitat- 
ing counting.  When  large 
quantities  are  being  offered 
for  deposit,  gummed  paper  bands 
furnished  by  the  bank,  should 
be  fastened  around  the  stacks. 

Large  denominations  of 
metal  money  to  be  deposited 
should  be  rolled.  A supply 
of  wrappers  will  be  furnished 
by  the  bank* 

The  checks,  properly  en- 
dorsed, should  be  arranged  in 
logical  order.  The  transit 
numbers  can  be  used  to  deter- 
mine the  assortment  and  ar- 
rangement. 

Most  banks  have  printed 
on  their  check  forms  two  num- 
bers (some  have  three)  one  of 
which  indicates  in  which  of 
the  twelve  Federal  Reserve 
Districts  the  bank  is  located: 
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4*  Cleveland 

5.  Richmond 

6.  Atlanta 


1*  Boston 
2*  New  York 
3.  Philadelphia 


7.  Chicago 
8*  St.  Louis 

9.  Minneapolis 

10.  Kansas  City  (Missouri) 

11.  Dallas 

12.  San  Francisco 


However,  most  banks  use  just  the  two  numbers,  omitting 
the  Federal  Reserve  District  Number.  These  two  numbers  are 
called  the  "Transit  Number,"  and  identify  that  bank  in  the 
American  Bankers  Association  system  of  numbering.  The  transit 
number  has  two  parts:  the  first  part  identifies  the  city  or 

state  in  which  the  bank  is  located,  and  the  second  part  is  the 
number  of  the  bank  in  that  city  or  state. 

Numbers  1 through  49  are  for  the  large  cities  (New  York, 

1;  Chicago,  2;  Philadelphia,  3;  St.  Louis,  4;  Boston,  5;  etc.). 
Numbers  50  through  99  are  the  states  (Connecticut,  51;  Maine, 

52;  Massachusetts,  53;  New  Hampshire,  53;  Rhode  Island,  57; 
Vermont,  58;  etc.).  Two  blank  numbers  are  provided  for  new 
states  that  may  be  admitted  to  the  Union.  To  illustrate,  all 
the  banks  in  Massachusetts  outside  the  city  of  Boston  bear  the 
number  53,  the  State  Number. 

In  a business  in  which  daily  deposits  consist  of  a large 
number  of  checks,  the  amounts  are  listed  on  a listing  machine, 
each  separately,  with  only  the  total  amount  being  written  on 
the  deposit  slip.  The  Receiving  Teller  verifies  the  items  by 
comparing  the  tape  list  with  the  items  themselves.  Postal  and 
Express  Money  Orders  are  listed  as  checks  since  they  can  be 
cashed  at  the  Post  Office  or  Express  Company  Office.  See  illus- 
tration on  next  page. 


A42-5 


A Deposit  Slip  with  Adding  Machine  Tape 


A42-6 


September  19 


Mr,  Bradley  (Accounting  Division):  "Here  are  two  letters  (*1, 

*2)  each  enclosing  a check  and  a note.  I’m  going  to  discount 
the  Gardner  note  at  his  bank  and  the  Robbins’  note  at  our 
bank,  both  at  6 per  cent. 

"Endorse  each  note  for  my  signature  and  prepare  this  accom- 
panying letter  (#3)  for  the  Gardner  note. 

"Prepare  the  checks  for  deposit." 

Notes:  In  addition  to  the  two  checks  in  this  assignment, 

assume  the  checks  listed  below  also  have  been  re- 
ceived. Arrange  them  with  the  two  in  .this  assign- 
ment in  the  order  of  their  transit  numbers,  "tape" 
them  accordingly,  and  attach  the  tape  to  the  de- 
posit slip. 


4-26 

#156.80 

2-30 

$326.75 

5-31 

301.78 

51-16 

190.45 

5-17 

89.50 

48-23 

78.95 

51-20 

76.46 

53-15 

206.54 

48-51 

31.25 

5-9 

267.90 

53-29 

89.15 

5-31 

190.65 

On  a separate  sheet  of  paper,  type  the  following 
data  about  each  of  the  two  notes  being  discounted: 


Face  of  Note  $ 

Interest  at  maturity  • • • • 

Maturity  Value  • ••••••$ 

Discount  Period days 

Discount  $ 

Net  Proceeds  $ 


Refer  to  page  A42-10  for  illustration  of  endorse- 
ment for  commercial  paper  being  discounted. 


(»1) 


A42-7 


MERCHANTS  TRUST  COMPANY 


18  Mission  Street 
Augusta,  Maine 


September  17,  19xx 


Jordan  & Company 
219  Main  Street 
Boston,  Massachusetts 

Gentlemen: 

Enclosed  are  our  Cashier's  Check  for  $150  and  a 
60-day,  6%  note  for  $200.  These  are  in  settlement  of 
the  Sight  Draft  drawn  on  John  P.  Gardner,  327  Clayburn 
Street,  this  city,  sent  to  us  for  collection. 

We  accepted  this  settlement  because  Mr.  Gardner 
enjoys  an  excellent  credit  rating  and  is  financially 
responsible.  Current  commitments,  however,  prevent 
his  meeting  the  full  obligation  as  planned. 

Should  you  not  care  to  carry  this  note,  we  will 
discount  it  at  its  present  value,  at  6%  interest,  any 
time  before  maturity. 


Very  truly  yours 


George  T.  Black 
Cashier 


HO 


Enclosures  2 


A42-8 


4*21 


Waterhouse  Company 


HEATING  - PLUMBING  AND  POWER  PIPING 


62  0 Newbury  Street 
Boston 

September  18,  19xx. 


Jordan  & Company, 

219  Main  Street, 

Boston,  Massachusetts. 

Gentlemen: 

The  enclosed  check  and  note  are  in  settlement  of  our  ac- 
count in  the  manner  discussed  in  our  telephone  conversa- 
tion of  today: 


We  fully  understand  our  telephone  agreement  Included 
your*  selling  the  note  to  the  bank  should  you  desire,  be- 
fore maturity,  and  that  the  discount  allowance  is  an 
accommodation  to  us  at  this  time  and  is  not  in  accord- 
ance with  your  general  policy. 

Your  cooperation  in  this  matter  is  deeply  appreciated. 
Very  truly  yours, 


Invoice  No.  7764 
Less  discount 


$1585.50 

31.71 


1553.79 


60-day,  6#  note 
Check,  No.  876 


800.00 

753.79 


1553.79 


General  Manager. 


CLRjgh 
Enc . 2 


A42-9 
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Below  is  an  illustration  of  an  endorsement  for  a note  be- 
ing discounted  at  a bank.  The  same  endorsement  is  used  for  dis- 
counting a Trade  Acceptance  or  a Time  Draft. 

Notice  on  which  edge  of  the  back  of  the  paper  the  endorse- 
ment is  made. 


To  properly  complete  Assignment  42  (#1),  remove  these  two 
papers,  using  the  broken  lines  as  guides  in  cutting# 


(*1) 


$ 2Q0#.QD.. 


Augusta.  Maine 


(City  of  Maker) 


Sixty  davs 


after  date 


September  17  ,19-  xx 
I promise  to  pay 


to  the  order  of  J-Qgdan-&  Company— ---- 


Ty/o  hundred  and  no/lQO 


- - IM 


ars 


f^ayalie  at  ^19  Main  Street.  Boston.  Massachusetts 

\Jaliie  receiued  with  interest  at-& °/° 


\ae  receiued  with  interest  at 

ft. -241  2W  _ November  16  t /oxx 


( y John  K.  Gardner 


Nn  1005  52-127  September  17,  19  xx 

MERCHANTS  TRUST  COMPANY 

Augusta,  Maine 


Pay  to  the  order  of  Jordan  & Company r_rS15Q..QQ 

One  Hundred  Fifty  and  no/100 -Bollars 


/ Cistiir 


CASHIER’S  CHECK 


. 


(( 


A42-  12 


To  properly  complete  Assignment  42  (*2),  remove  these  two 
papens,  using  the  broken  lines  as  guides  in  cutting# 

% (*2) 


800.00 


Dorchester,  Mass,,  September  18 , x 

Sixty  da  ye we 

Jordan  & Company 


s&h 


Eight  hundred  and  no/100« 


Commercial  Bank.  Boston 


138 


with  interest  at  6% 

WATERHOUSE  COMPANY 
^WPov.  l?,19zx  By.rA^A.  J 


» 


<1 


. 


. 


■ 


Assignment  43 


September  20 


Mr.  Madison  (Executive  Division):  ,fI  am  signing  negotiable 

papers  today  in  lieu  of  Mr.  Bradley  who  generally  takes  care 
of  such  business. 

nHere  are  two  letters  (-*1,  *2) — one  containing  a Sight 
Draft,  the  other  a Trade  Acceptance. 

’’Type  an  acceptance  on  the  Sight  Draft  for  my  signature  to 
be  enclosed  with  this  letter  (*»3).  And  type  in  the  neces- 
sary information  on  this  Trade  Acceptance  for  my  signature.” 


Jordan  & Company 
219  Main  Street 
Boston,  Massachusetts 

Gentlemen : 

Enclosed  is  a thirty-day-after-sight  draft  drawn 
on  you  through  your  bank  for  $672.77  in  accordance 
with  your  letter  of  September  14. 

This  draft  is  in  settlement  of  our  Invoice  No. 
824-B , $686.50,  dated  August  18,  less  2#  discount, 
$13.73. 

Your  cooperation  in  this  instance  is  deeply 
apprec  ia  ted . 


HUNT  MANUFACTURING  CORPORATION 


21  VINE  STREET 

PHILADELPHIA 


September  17,  19xx 


Very  truly  yours, 


GMM/gh 
Enc . 


A43-2 


(«2) 


Office 

JORDAN  & COMPANY 
Memorandum  • BOSTON,  Massachusetts 

TO  : 

Mr.  Madison  date-.  September  20,  19xx 

FROM  : 

Mr.  Gerber 

SUBJECT: 

Signature  of  Trade  Acceptance 

Would  you  please  sign  the  attached  Trade  Accept- 
ance in  the  absence  of  Mr.  Bradley  and  return  it  to  me 
with  this  memo? 

Acceptance  of  this  Trade  Acceptance  is  in  line 
with  our  general  policy  in  our  dealings  with  the 
drawer. 

A.B.G. 

TY 

(*3) 

< 


■±sb  y^y^r  yt^C-  sy^ry*ry~  c^  & 0 - <£+**  - o^c+-r~ 
/^C tf^  ^y^yt^C^t>C,  ^7#  , 

. - ._.  - ^ 
v*^  /(yUs  CLS$?y»tsty-'  o^*  />2^y~. 


* ' 


^ y4^-  J a^cy^. 
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To  properly  complete  Assignment  43  (*1  and  *2),  remove  these 
two  papers,  using  the  broken  lines  as  guides  in  cutting, 

% ..1*11 


672,77 Phi  ladalphl  a t Pannaylvunl  a September  17,  /^XJi 

Thirty  days  after  sight- 

Six  Hundred  Seventy-two  and  77/100————  

Z/n-  j^pdan  & Company \ HI/ NT  MAHUPAQTURING  C0RP0RATI0H 

219  Main  Street  t ^7.  ■*,  v*  - s 

Boston,  Massachusetts  j ^ 


.i*  21. 


w 

U 

< 

H 

0. 

w 

u 

u 

< 

W 

Q 

< 

03 

H 


St,  Louis,  Missouri 


September  18,  1 9XX 


No. . 

To  Jordan  & Company.  219  Main  Street,  Boston,  Massachusetts 
On  October  18,  lQwr pay  to  the  order  of  National  Home  Fixtures,  Inc, 

Five  Hundred  Forty-seven  and  85/lQQ* 


^“Dollars  ($  547,85 


The  obligation  of  the  acceptor  hereof  arises  out  of  the  purchase  of  goods  from  the  drawer.  The  drawee  may  accept  this  bill 
payable  at  any  bank,  banker,  or  trust  company  in  the  United  States  which  such  drawee  may  designate. 


Accepted  at_ 
Payable  at — 
Bank  Location. 


on. 


.19 


Bank 


NATIONAL  HOME  FIXTURES,  INC. 


Buyer’s  Signature 

By  Agent  or  Officer. 


i 


A 


■ 
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Assignment  44 


ACCOUNTS  RECEIVABLE  ANALYSIS 

» 

The  total  amount  due  on  any  one  account  receivable  does  not 
necessarily  reveal  an  accurate  condition  of  the  account.  Anal- 
yzing the  account,  or  "aging  the  account,"  as  it  is  sometimes 
called,  is  frequently  required  to  determine  the  necessary  recom- 
mendations to  be  made  regarding  collection  steps  and  future 
credit  commitments  to  customers. 

To  age  the  ledger  account  below: 


NAME 

ADDRESS 

Wilson  Supply  Company 

140  Franklin  Street,  Harrisburg, 

Pennsylvania 

Date 

Explanation 

Debit 

Credit 

Balance 

May 

24 

Balance,  Inv.  5-24/30 

348.40 

348.40 

25 

Cr.  Memo.  5-25/5, 

Inv.  5-24/30 

45.80 

302.60 

June 

24 

Inv.  6-24/28 

446.16 

748.76 

27 

Overcharge,  Inv. 

6-24/28 

25.60 

723.16 

28 

Inv.  6-28/47 

79.40 

802.56 

July 

2 

Check,  Inv.  6-28/47 

250.00 

552.56 

Aug 

3 

Inv.  8-3/44 

150.00 

702.56 

7 

30 -day,  6$  note. 

Inv.  8-3/44 

150.00 

552.56 

Sept 

7 

Bank  notifies  non- 

payment  of  30-day, 

6%  note 

150.00 

702.56 

Invoice  No.  5-24/50 


Face  •••.••••  • 348.40 

Less  Credit  Memo.  5-25/5  ......  45.80  302.60 

Invoice  No.  6-24/28 

Face  •••••••.•••••••»  446.16 

Less  Overcharge.  ••  ...  25.60  420.56 

Invoice  No.  6-28/47 

Face  79.40 

Check  to  apply  on  Invoice  6-28/47.  . 250.00  170.60 

(Overpayment) 


A44-2 


Any  overpayment  of  an  invoice  or  the  receipt  of  a check 
"to  apply  on  account"  should  be  applied  to  the  oldest  unpaid 
invoice.  In  analyzing  the  acoount,  Invoice  No.  5-24/30, 
with  a balance  of  $302.60,  is  the  oldest  unpaid  invoice.  i 


Unpaid  balance.  Invoice  5-24/30.  • 302.60 

Less  Overpayment,  Invoice  6-28/47.  170.60 

Invoice  No.  8-3/44 


Face  •••••  150.00 

Less  30-day,  6 % note  •••••••  150.00 


132.00 


XXX. XX 


However,  when  payment  of  note  is  refused,  the  date  for 
aging  the  account  reverts  back  to  the  original  date  of  the  in- 
voice. 


Therefore,  the  account  reveals  three  unpaid  invoices: 

Invoice  No.  5-24/30  • • 132.00,  dated  May  24 

Invoice  No.  6-24/28  • • 420.56,  dated  June  24 

Invoice  No.  8-3/44.  • • 150.00,  dated  August  3 

Actual  count  of  days  from  date  of  invoice  to  date  of  the 
analysis: 

May  24  to  September  21.  . . . 120  days 

June  24  to  September  21  . . . 89  days 

August  3 to  September  21.  . . 49  days 

The  final  analysis  of  the  account  is  then  generally  dis- 
tributed on  a form  similar  to  that  below: 


Name  and  Address 

1-29 

days 

30-59 

days 

60-89 

days 

— 913 

days 
or  over 

Total 

Remarks 

Wilson  Supply 
Company 

140  Franklin  St. 
Harrisburg,  Pa. 

150.00 

420.56 

132.00 

702.56 

Didn't  meet 
payment  of 
30-day,  6 % 
note , due 
September  2. 

4 


September  21 


Mr*  Miller  (Credit  Division):  "The  Accounts 

has  handed  me  these  accounts  (below  and  p. 
account  to  enable  me  to  make  a decision  as 
done. M 


Receivable  Clerk 
A44-4).  *Age’  each 
to  what  should  be 


NAME 


Costello  Brothers 


Date 

Explanation 

Debit 

Credit 

Balance 

July 

30 

Balance,  Inv,  7-30/47 

364.87 

364.87 

August 

8 

Inv.  8-8/72 

8.45 

373.32 

11 

Check,  Inv.  7-30/47 

50.00 

323.32 

16 

Inv.  8-16-21 

224.40 

547.72 

17 

Cr.  Memo.  8-17-10, 

Inv.  8-16/21 

8.45 

539.27 

20 

Inv.  8-20/86 

113.52 

652.79 

23 

Cr.  Memo.  8-23/41, 

defective  mdse.. 

Inv.  8-20/86 

5.00 

647.79 

NAME 

Watkins,  Inc. 

ADDRESS 

197  East  Park  Avenue,  St 

• Louis, 

Missouri 

Date 

Explanation 

Debit 

Credit 

Balance 

May 

20 

Inv.  5-10/67 

59.35 

59 . 35 

22 

Check,  Inv.  5-10/67 

40.00 

19.35 

26 

Inv.  5-26/18 

51.40 

70.75 

29 

Cr.  Memo.  5-29/16, 

Inv.  5-26/18 

9.10 

61.65 

June 

15 

Inv.  6-15/17 

82.05 

143.70 

17 

Inv.  6-17/36 

80.25 

223.95 

19 

Check 

80.00 

143.95 

A44-4 


NAME  Hub  Clothing  Company 


ADDRESS 

152  Eastern  Avenue, 

Boston, 

Massachusetts 

Date 

Explanation 

Debit 

Credit 

Balance 

July 

11 

Inv.  7-11/19 

326.50 

326.50 

17 

Check,  Inv.  7-11/19 

50.00 

276.50 

August 

7 

Inv.  8-7/32 

128.93 

405.43 

28 

Inv.  8-28/42 

(10-day  TA) 

270.86 

676.29 

30 

TA,  Inv.  8-28/42 

270.86 

405.43 

Sept 

10 

Non-payment,  TA 

270.86 

676.29 

(Now  on  COD  basis) 

NAME  Colonial  Furniture  Company 

ADDRESS  89  Maple  Street,  Holyoke,  Massachusetts 


Date 

Explanation 

Debit 

Credit 

Balance 

Augus  t 

12 

Inv.  8-12/82 

241.85 

241.85 

17 

Cr.  Memo.  8-17/20 

Inv.  8-12/82 

50.00 

191.85 

25 

Check,  Inv.  8-12/82 

100.00 

91.85 

28 

Inv.  8-28/46 

327.45 

419.30 

31 

Cr.  Memo.  8-31/5, 

Inv.  8-28/46 

75.00 

344.30 

Sept 

7 

Inv.  9-7/76 

129.72 

474.02 

NAME  Royal  Metal  Products,  Inc*, 

ADDRESS 87  Rutland  Square,  Rutland,  Vermont 


T 

Date 

Explanation 

Debit 

Credit 

Balance 

i 

May 

22 

Inv.  5-30/52 

218.75 

218.75 

June 

4 

Freight  Allowance 

Inv.  5-30/52 

5.00 

213.75 

| 

7 

Inv.  6-7/62 

176.50 

390.25 

9 

Cr.  Memo.  6-9/30 

: 

! 

Inv.  6-7/62 

45.75 

344.50 

! 

12 

Check,  Inv.  5-30/52 

100.00 

244.50 

July 

9 

Inv.  7-9/32 

292.05 

536.55 

I 

11 

Sight  Draft 

536.55 

August 

31 

Bank  notifies  non- 

f 

1 

payment  of  sight 

| 

1 

^ draft 

536.55 

i 

1 

536.55 

A45-1 


Assignment  45 


STATEMENTS 


The  word  bill  is  a term  used  to  identify  an  itemized  paper 
of  indebtedness,  and  is  used  frequently  to  mean  either  an  in- 
voice or  a statement*  Invoicing  or  Billing,  as  it  is  commonly 
called,  refers  to  the  operation  or  procedure  of  preparing  in- 
voices or  statements, 

A statement,  however,  strictly  speaking,  is  a list  of 
bills,  showing  all  debits  with  subtracted  credits  (payments, 
adjustments,  returns,  discounts,  etc,),  whereas  an  invoice  re- 
fers to  an  itemized  list  of  goods  sold,  showing  in  addition  the 
prices,  extensions,  total  discounts,  and  a number  of  other  items. 
The  invoice  may  either  accompany  the  shipment  or  be  mailed  at 
approximately  the  same  time  the  shipment  is  made.  A statement 
is  generally  sent  once  a month. 

Notice  illustration  on  page  A45-2, 


STATEMENT 


Boston,  Massachusetts  _ (Date ) 19_XJ£ 


Pranlfl  1 n 3-  Pavla , Inc. 

248  Fourth  Avenue 

Cleveland,  Ohio 

In  Account  With  JORDAN  & COMPANY 

Tel.  CO  2 - 234  5 219  Main  Street 


Chargee 


July  5 Inv,  6-5/87 

11  Inv.  6-10/101 


16.25 

56.25  72.50 


Credits 


July  9 
11 


Cr.  Memo  7-9/10, 

Inv.  6-5/87  10.00 

Cr.  Memo  7-11/7, 

Inv.  6-10/101  6.25 

On  a/c  25,00 


41.25 


15 


Balance  due 


31.25 


A45-3 


September  21 


Mr.  Miller  (Credit  Division)  : ’'Prepare  an  itemized  statement 

for  Costello  Brothers  (A44-3)  and  enclose  it  with  this 
letter  (-*1).  Call  it  to  the  attention  of  John  Clarke, 
Treasurer.  Send  a carbon  copy  of  this  to  the  Collection 
Department,  indicating  such  only  on  the  carbon  copies  of 
the  letter.” 

(»1) 


Collection  Letter  No.  8 


Our  Collection  Department  has  told  me  that  a num- 
ber of  letters  have  been  written  to  you,  but  that  not  a 
word  has  been  heard  from  you.  So  that  you  may  verify 
the  dates  and  the  amounts  of  the  invoices,  which  are 
long  overdue,  another  statement  comes  with  this  letter. 

Why  not  use  the  enclosed  envelope  and  tell  us 
frankly  why  you  are  withholding  payment?  If  simply  a 
matter  of  procrastination,  we  donTt  want  to  jeopardize 
your  good  will  and  credit  rating  by  having  our  Collec- 
tion Department  send  annoying  routine  letters— then 
turning  your  account  over  to  our  attorneys  when  there 
is  no  word  from  you. 

If  there  is  anything  wrong,  please  feel  free  to 
take  the  matter  up  with  us— surely  something  can  be 
worked  out.  If  it*s  just  one  of  those  things  which 
somehow  was  overlooked,  just  send  your  check  along. 

Very  truly  yours, 

P.  S.  Why  not  send  a little  order  along  with  your 
check?  There  is  probably  3ome  merchandise  you  need 
today 2 


' 


■ 


A46-1 


Assignment  46 


September  21 


Mr*  Miller  (Credit  Division):  "Prepare  Form  Collection  Letter 

No*  7 (*1)  to  Watkins,  Inc.  (A44-3).  Draw  a sight  draft  on 
them,  payable  to  our  bank,  and  enclose  it  with  Form  Bank  Let* 
ter  No*  2 (A36-5).  They  do  business  with  the  Park  Avenue 
Bank,  their  city. n 

(»1) 

Form  Collection  Letter  No*  7 

Before  resorting  to  our  Legal  Department 
to  collect  an  outstanding  account,  we  endeavor 
to  make  certain  that  the  customers  delay  in 
payment  of  a long  overdue  balance,  is  not  justi- 
fied. 

We  have  written  you  several  times  in  a co- 
operative spirit  attempting  to  induce  you  to 
meet  your  obligations  without  forcing  us  to  re- 
sort to  more  drastic  methods*  You  will  agree 
that  we  have  treated  you  with  the  utmost  con- 
sideration by  carrying  your  unpaid  balance  of 
$ since  * 

We  hope  you  will  appreciate  therefore  the 
fairness  of  our  insistence  that  the  sight  draft 

drawn  on  you  today  through  the  

Bank  be  honored  upon  presentment  "" 

We  would  regret  sincerely  having  to  take 
legal  steps  should  the  draft  be  dishonored.  To 
dishonor  the  draft,  however,  would  leave  us  no 
other  alternative. 


Very  truly  yours. 


I 


I 


Assignment  47 


A47-1 


September  21 


Mr,  Miller  (Credit  Division):  "Send  this  letter  (->>1)  to  Royal 

Metal  Products,  Inc,  (A44-4),  We'll  give  them  another  chance." 


(»1) 


22 2i^w--- * 

Q--f^^  . 





/^AA-si-A-tAJL^dJ  -AjjJ  ^1a~*AA~£J^  *—A~*  f*  ^ 

' * — /•*&-**  r * +*,  -2^ 

Jy 


-/  / 


A48-1 


Assignment  48 


September  24 

V 

Mr.  Miller  (Credit  Division):  "Prepare  an  itemized  statement 

for  Colonial  Furniture  Company  (A44-4)  and  enclose  it  with 
this  letter  (*!)• 

"Send  a carbon  copy  to  Charles  L.  Williams,  salesman  of  the 
account,  through  our  branch  in  Springfield. 

"Send  this  as  a P.  S.  (*2). 

"On  the  carbon  copy,  type  the  following  memo  at  the  top: 
'To:  Mr.  Williams  via  Mr.  Nelson.'” 
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1*1} 

(Form  Collection  Letter  No.  9) 


Salutation: 

As  you  will  see  from  the  enclosed  statement, 

the  balance  of  $ is  still  outstanding  on 

your  account.  Please  check  over  the  various  items 
to  see  whether  they  are  in  accordance  with  your 
records . 

You  have  now  enjoyed  considerably  more  than 
our  customary  credit  period  of  thirty  days.  Inas- 
much as  you  have  always  been  prompt  in  taking  ad- 
vantage of  discounts,  surely  you  must  have  some 
good  reason  for  your  delay  at  this  time. 

However,  as  you  realize  from  your  own  experi- 
ence, the  problem  of  meeting  the  demands  of  our 
creditors,  payrolls,  taxes,  insurance,  etc.,  de- 
pends entirely  upon  our  customers’  meeting  their 
obligations  promptly.  Therefore,  we  cannot  allow 
unlimited  credit  to  the  many  customers  who  are  now 
on  our  books. 

If  you  cannot  send  a remittance  for  the  en- 
tire balance,  $ , by  (insert  date  ten  days 

hence),  a partial  payment  with  an  explanation  of 
your  situation  may  enable  us  to  help  you  meet  what 
problems  evidently  confront  you  at  this  time. 


Very  truly  yours. 
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"FILLING  IN"  MIMEOGRAPHED  FORM  LETTERS 


Frequently  circular  letters  and  other  material  to  be  sent 
in  identical  form  and  content  to  a great  many  correspondents 
are  prepared  on  some  office  device  which  reproduces  the  print 
of  a typewriter. 

In  an  attempt  to  give  the  recipient  the  impression  that 
his  letter  is  personal,  prepared  especially  for  him,  spaces 
are  frequently  left  in  the  body  of  the  letter  in  which  informa- 
tion pertaining  to  the  individual  recipient  alone  is  filled  in 
on  the  typewriter. 

In  the  following  illustration,  the  underscored  words  were 
filled  in  by  the  typist  after  the  rest  of  the  letter  had  been 
prepared  on  an  office  duplicating  machine. 


Current  Date 


Mr.  John  E*  Roberts 
127  Hartford  Terrace 
St.  Louis.  Missouri 

Dear  Mr.  Roberts: 

It  is  indeed  gratifying  to  receive  your 
appreciative  letter  of  June  15. 

In  compliance  with  your  request,  we  are 
pleased  to  send  you  a copy  of  our  Aids  in 
Maintaining  Office  Efficiency. 

If  there  is  any  further  information  de- 
sired, please  do  not  hesitate  to  call  on  us. 

Very  truly  yours. 


Note:  Space  for  information  to  be  filled  In 

is  arranged  so  that  It  comes  at  the  end 
of  a paragraph.  This  permits  typing  in 
information  of  varying  lengths  without 
crowding. 
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Following  the  directions  listed  below  is  absolutely 
essential  for  successful  "filling  in": 

1.  Do  not  begin  typing  until  a typewriter 
whose  ribbon  matches  the  ink  of  the 
reproduced  work  has  been  secured* 

2*  Be  sure  the  alignment  of  the  filled-in 
matter  is  even  with  that  of  the  body  of 
the  letter  for  poorly  filled-in  matter 
adds  "insult  to  injury,"  so  to  speak. 

To  align  filled-in  matter: 

A*  Insert  the  paper  into  the 
machine  and  (using  the  il- 
lustration A49-1)  adjust 
the  paper  until  the  print- 
ing point  is  such  that  an 
"i"  struck  on  the  machine 
would  exactly  cover  the  "i" 
in  the  words  "gratifying" 
and  "receive"  in  the  first 
line* 

B*  Roll  the  platen  back  six 
line  spaces  and  fill  in  the 
Inside  address  and  saluta- 
tion* 

C*  Roll  the  platen  forward  to 
the  second  line  of  the  body 
of  the  letter*  Move  the 
carriage  until  the  printing 
point  is  directly  below  the 
letter  "f"  in  the  word  "grati- 
fying" and  fill  In  the  date. 

D*  Proceed  in  a similar  manner 
for  the  remaining  information 
to  be  filled  in  in  the  second 
paragraph* 
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September  25 


Mr.  Miller  (Credit  Division):  "Here  is  a form  letter  (#1)  to 

be  mimeographed.  Note  that  in  the  first,  second,  and  last 
paragraphs  are  spaces  to  be  left  for  information  to  be  filled 
in  on  the  typewriter.  The  same  is  true  with  the  Subject  Line. 

"Prepare  the  stencil  and  run  off  fifteen  copies. 

"Hold  the  copies  in  your  files  until  we  need  them." 


(»1) 


Subject:  Your  Unpaid  Balance  of  & 

Our  letters  and  statements  calling  attention  to 
your  overdue  account,  and  requesting  payment  thereof, 
have  received  no  response.  The  entire  amount  $ 
is  past  due  and  we  hope  we  may  now  have  your  check, 
or  at  least  some  indication  of  your  intentions. 

It  is  obvious  that  you  have  taken  advantage  of 
a liberal  credit  policy  far  beyond  that  in  keeping 
with  good  credit  rating.  Therefore,  in  justice  to 
those  of  our  customers  who  meet  their  obligations 
promptly,  there  must  be  some  adjustment  made  on  your 
account  by 

Unless  some  adjustment  is  made  by  that  time  we 
shall  be  compelled  to  transfer  your  account  to  a 
Collection  Agency. 

We  feel  certain  that  you  will  want  to  prevent 
such  an  embarrassing  situation.  Therefore,  may  we 
suggest  that  you  inform  your  cashier  to  write  out 
a check  in  our  favor,  in  the  amount  of  $ 
at  once  before  the  matter  is  overlooked  again. 

Very  truly  yours. 


' 


\ 
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Assignment  50 


CREDIT  MEMORANDUMS 

» 

A Credit  Memorandum  is  used  under  two  general  circumstances: 
(1)  for  returned  goods--either  because  of  defects,  damage,  or 
overshipment,  and  (2)  overpayment  of  account. 

This  form  of  business  paper  is  just  the  opposite  of  an  in- 
voice. Where  the  total  of  an  invoice  is  charged  to  the  account 
of  a customer,  the  total  of  a Credit  Memorandum  is  credited  to 
his  account. 

Credit  Memorandums  are  generally  printed  in  red  to  distin- 
guish them  from  invoices  and  are  generally  prepared  in  dupli- 
cate--the  original  copy  going  to  the  customer  and  the  duplicate 
going  to  the  Accounting  Department  to  be  credited  to  the  cus- 
tomer’s account. 

Credit  given  for  returned  merchandise  is  less  the  discount 
at  which  the  merchandise  was  originally  billed,  but  includes  the 
amount  of  carrying  and  transportation  charges  paid  by  the  cus- 
tomer where  the  error  was  the  shipper's. 


CREDIT  MEMORANDUM 

JORDAN  & COMPANY 

219  Main  Street 

BOSTON,  MASSACHUSETTS 

t»  Superior  Furniture  Company  njn  9-26/25 


3016  Florida  Avenue 


nstg  September  26,  19xx 


Hartford.  Connecticut 

We  credit  your  account  as  follows: 


Quantity 

Description  and  Stock  Number 

Unit  Price 

Total 

Overcharge,  Inv.  9-13/206 

8.74 
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September  26 


Mr,  Miller  (Credit  Division):  "Prepare  Credit  Memos  for  this 

(*-l)  and  the  necessary  reply  to  accompany  (*2)." 

NOTES:  Make  2 copies  of  every  Credit  Memo. 

The  number  of  this  Memo  is  9-26/26. 


(*1) 

JORDAN  & COMPANY 

Office  Memorandum  • boston,  Massachusetts 

to  Mr.  Miller  date-.  September  25 , 19xx 

from  : Mr.  Stone 

subject:  Overpayment  of  Account 


Hamilton  & Broomfield,  Inc.,  47  Jersey  Street, 
Chicago,  sent  us  their  check  No.  847  in  full  settle- 
ment of  Invoice  8-20/61,  $237.85. 

A review  of  their  account  shows  that  they  have 
always  taken  advantage  of  the  2 % discount.  Inasmuch 
as  this  check  was  sent  within  the  discount  period, 
I*m  sure  it  was  just  an  oversight. 

Suggest  that  a credit  memorandum  be  sent. 

D. A.S. 
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Assignment  51 


DUN  & BRADS TREET 


Through  a membership  in  Dun  & Bradstreet,  the  Mercantile 
Agency,  a business  man  is  provided  with  the  estimated  capital 
and  credit  standing  of  wholesalers,  manufacturers,  retailers 
and  other  firms  who  do  a credit  business. 


Books  are  ar- 
ranged alphabet- 
ically by  states 
and  cities,  and 
show,  by  means  of 
symbols,  the  amount 
of  capital  invested 
in  a business,  and 
the  estimated  finan- 
cial reliability  of 
the  concerns  listed. 
Hence,  if  the  finan- 
cial rating  of  Lee  & 
Remington  Company  of 
Wilmington,  Delaware, 
is  desired,  it  can 
be  found  by  looking 
first  under  "Dela- 
ware” and  then  under 
the  city,  "Wilming- 
ton. " 

Names  of  busi- 
ness concerns  are 
arranged  alphabet- 
ically. After  each 
name  a letter,  and 
a figure,  are  given, 
as  "A/Al,"  which 
represent  (1)  the 
capital  rating,  in- 
dicating the  ap- 
proximate amount  of 
capital  invested, 
and  (2)  the  general 
rating,  indicating 
the  judgment  of  the  agency  as  to  the  general  credit  standing. 

To  illustrate:  Refer  to  the  Key  to  Ratings.  A concern  with 


KEY  TO  RATINGS 


Estimated  Pecuniary 

General 

Credit 

Strength 

High 

Good 

Fair 

Ltd. 

Aa 

Over  $1,000,000 

A1 

1 

lj 

2 

A + 

Over 

760,000 

A1 

1 

l} 

2 

A 

$500,000  to 

750,000 

A1 

1 

l{ 

2 

B + 

300,000  to 

600,000 

1 

it 

2 

2? 

B 

200,000  to 

300,000 

1 

4 

2 

2 { 

c+ 

125,000  to 

200,000 

1 

4 

2 

2{ 

c 

76,000  to 

125,000 

4 

2 

2{ 

3 

D + 

50,000  to 

76,000 

4 

2 

2 { 

3 

D 

35,000  to 

50,000 

1? 

2 

2? 

3 

E 

20,000  to 

35,000 

2 

2l 

3 

3 7 

F 

10,000  to 

20,000 

2? 

3 

•3{ 

4 

G 

5,000  to 

10,000 

3 

3? 

4 

H 

3,000  to 

5,000 

3 

3? 

4 

J 

2,000  to 

3,000 

3 

3 1 

4 

K 

1,000  to 

2,000 

3 

3? 

4 

L 

500  to 

1,000 

3? 

4 

M 

Less  than 

500 

3? 

4 

* When  a numeral  only  (1,  2,  3 or  4)  follows  a name  in  the  Reference  Book,  it  is  an  indication 
that  the  financial  strength,  while  not  definitely  determined,  is  considered  within  the  range  of 
the  dollar  ($)  figures  in  the  corresponding  bracket,  and  that  a condition  is  believed  to  exist 
which  warrants  credit  in  keeping  with  that  assumption. 

The  absence  of  any  rating  following  a name  signifies  circumstances  which  preclude  forming  a 
definite  decision  as  to  financial  strength  or  credit  standing  of  the  individual  or  concern  named, 
and  should  suggest  to  the  client  the  advisability  of  reading  tne  detailed  report. 

(d)  Where  an  italic  d in  parentheses  precedes  a rating,  it  is  an  indication  that  one  or  more  of 
the  partners  in  the  firm  are  liable  in  another  or  other  firms,  and  the  responsibility  is  in  that 
sense  divided,  THUS : (d)  B + 2. 
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"A/Al"  rating,  has  an  estimated  financial  strength  of  over 
$750,000,  indicated  by  the  "A/,"  and  a high  general  credit 
rating,  indicated  by  "Al." 


September  27 

Mr,  Miller:  "These  concerns  (*1)  have  applied  for  credit,  I 

have  consulted  our  Dun  & Bradstreet  and  I have  listed  the 
ratings,  but  haven’t  had  an  opportunity  to  interpret  them, 

"With  the  aid  of  the  Key  (A51-1),  prepare  a report  under  a 
three-line  heading  of  Credit  Report  of  Applicants  by  Dun  & 
Bradstreet,  end  sub-headings  of  Applicant , Estimated  Pecuni- 
ary Strength,  and  General  Credit." 

(»1) 


1. 

Norton  & Wallace,  Inc 

A1 

2. 

Trenton  Supply  Co.  (not  Inc.)  • • 

3 

1/2 

5, 

Matheson  & Jordan  •••••••• 

3 

4. 

Haverhill  Paint  Company  • • • • • 

2 

1/2 

5. 

Brooks  Tool  Company  ••••.•• 

1 

6, 

The  Colonial  Shop  (not  Inc.).  • • 

7. 

Springfield  Body  Co.,  Inc.  ... 

»«••«•  d/ 

2 

8, 

Metropolitan  Shoe  Company.  ... 

3 

1/2 

9. 

T.  J.  Kittredge  Company  

3 

10, 

Cosmopolitan  Drug  Co.,  Inc.  ... 

11. 

Myles  Standish  Markets,  Inc.  • • 

4 

12. 

Northampton  Lumber  Company.  ... 

3 

1/2 

13. 

Franklin  & Sons,  Inc.  •••••• 

2 

14. 

N.  £•  Household  Market 

15. 

Old  Colony  Drug  Company  • » • • • 

A/ 

1 

1/2 

16. 

Quality  Products,  Inc.  • • . • • 

1/2 

17. 

C.  F.  Harwood 

4 
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TRANSPORTATION  OF  GOODS 


In  addition  to  parcel  post  there  are  two  other  common 
methods  of  shipping  goods-- (1)  express  and  (2)  freight, 

EXPRESS 


Express  shipments  are  usually,  but  not  always,  confined 
to  small  packages  requiring  quick  delivery.  Since  the  ser- 
vice is  much  quicker  than  freight,  the  charges  are  higher.  The 
express  companies  in  all  the  larger  cities  call  for  goods  to  be 
shipped,  and  deliver  them  to  the  consignee  at  his  place  of  busi- 
ness. 


The  express  company  issues  two  receipt  books  to  shippers 
who  use  the  express  service  frequently:  (1)  Collect  Receipt 

Books  and  (2)  Prepaid  Receipt  Books, 

The  Collect  Receipt  Book  is  used  when  the  shipper  desires 
to  send  a shipment  "Collect1*  — the  charges  to  be  paid  by  the 
consignee  upon  delivery.  The  shipper  makes  out  a receipt  in 
duplicate,  and  when  the  goods  are  given  to  the  express  company, 
the  express  agent  signs  both  copies.  The  original  is  given  to 
the  shipper  and  the  duplicate  is  retained  for  the  files  of  the 
express  company. 

The  Prepaid  Receipt  Book  is  used  when  the  shipper  wishes 
to  prepay  the  charges  on  the  shipment.  Each  receipt  is  made 
out  in  triplicate.  To  illustrate:  Assume  Jordan  & Company 

wishes  to  send  a package  by  express  to  Miami,  Florida,  Prepaid. 
The  Express  agent  upon  arrival  takes  the  package  with  the  dup- 
licate copies  of  the  Prepaid  Receipt,  leaving  the  original  with 
Jordan  & Company,  signed.  He  takes  the  package  to  the  station 
and  determines  the  cost;  retains  the  second  copy  of  the  Prepaid 
Receipt  for  the  files;  returns  and  collects  the  money  from 
Jordan  & Company,  and  leaves  the  third  copy  as  a receipt. 

When  goods  are  delivered  to  the  consignee,  he  is  required 
to  sign  a receipt  showing  the  date  of  receipt,  the  number  of 
articles  received,  and  the  time  of  delivery. 

Express  companies  also  accept  goods  to  be  sent  C.  0.  D. 
and  will  collect  the  money  for  an  additional  charge. 

FREIGHT 


Shipments  that  are  to  travel  by  freight  over  railroads  or 
by  trucks  must  be  delivered  by  the  shipper  at  the  freight  yard 
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unless  transportation  companies  call  for  and  deliver  goods  as 
in  the  larger  cities.  Generally  the  shipper  or  consignor  gives 
quotations  or  prices  on  his  goods  "F.  0.  B.,  his  city."  The 
abbreviation  "F.  0.  B."  means  "free  on  board."  For  example, 
should  a shipper  in  Boston  agree  to  sell  goods  to  a customer 
in  Chicago,  "F.  0.  B.,  Boston,"  this  would  mean  that  the  ship- 
per will  pay  the  drayage  from  his  place  of  business  to  the 
freight  yard,  and  that  the  consignee  or  customer  will  assume  all 
transportation  charges  from  that  point  on.  The  term  "F.  0.  B., 
Destination"  means  the  seller  or  consignor  pays  the  freight 
charges  from  the  place  of  shipment  to  the  consignee's  place  of 
business. 

Freight  rates  are  based  (1)  on  weight,  (2)  kind  of  goods 
transported,  and  (3)  distance. 

When  goods  arrive  at  their  destination,  the  consignee  or 
customer  is  notified  by  means  of  an  "Arrival  Notice."  The 
goods  are  stored  by  the  railroad  company  free  of  charge  for 
48  hours,  after  which  time  (exclusive  of  Sundays  and  legal 
holidays),  the  consignee  is  charged  demurrage  for  the  excess 
time.  The  48  hours’  time  is  computed  f^rom  7 a.m.  of  the  day 
the  consignee  is  notified. 


BILLS  OF  LADING 

When  a shipment  of  goods  is  to  be  sent  by  freight,  a form 
known  as  a Bill  of  Lading  (abbreviated,  B/L;  plural,  Bs/L), 
prescribed  by  the  Interstate  Commerce  Commission  (a  govern- 
mental body  to  regulate  the  actions  of  common  carriers  in  com- 
merce between  states)  must  be  filled  out. 

Bills  of  Lading  are  made  out  in  triplicate-- (1 ) original, 
(2)  Shipping  Order,  and  (3)  Shipping  Receipt  or  Memorandum— 
and  are  identical  in  wording  except  for  the  wording  on  part  of 
the  heading  of  each  form,  which  is  so  worded  so  as  to  make  the 
form  conform  to  the  purpose  for  which  designed.  All  three 
copies  are  signed  by  both  the  shipper  and  the  agent  of  the 
transportation  company,  and  when  signed  by  the  agent  of  the 
company,  a contract  between  the  shipper  and  the  company  exists. 

The  "Original"  is  sent  to  the  consignee,  who  must  produce 
It  before  the  goods  will  be  transferred  to  him.  The  "Shipping 
Order"  is  retained  by  the  agent  of  the  transportation  company. 
The  "Shipping  Receipt"  or  "Memorandum"  is  retained  in  the  files 
of  the  shipper  or  consignor  as  a record. 

There  are  two  forms  of  Bills  of  Lading:  (1)  The  Uniform 

Straight  Bill  of  Lading  and  (2)  the  Uniform  Order  Bill  of 

Lading. 
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UNIFORM  STRAIGHT  BILL  OF  LADING 


A Uniform  Straight  Bill  of  Lading  is  non-negotiable.  It 
is  used  (1)  when  the  shipper  or  consignor  desires  that  the 
shipment  proceed  directly  to  the  consignee  or  customer  without 
a transfer  of  title  to  the  goods  to  anyone  but  the  consignee, 
or  (2)  when  the  shipper  or  consignor  does  not  desire  any  col- 
lection of  the  cost  of  the  goods  before  the  title  is  transferred 
to  the  consignee  or  customer.  When  a Straight  Bill  of  Lading  is 
used,  the  goods  will  be  released  to  the  consignee  or  customer 
named  in  the  Bill  of  Lading  on  presenting  it  to  the  transporta- 
tion company. 


UNIFORM  STRAIGHT  BILL  OF  LADING  (in  Triplicate) 


A52-4 


September  28 


',  Walker  (Sales  Division):  "We  are  shipping  some  used  furni- 

ture, f,o,b,,  destination,  to  McGill  Company,  68  State  Street, 
Lewiston,  Maine,  Read  this  letter  (#1)  for  the  necessary  back 
ground. 

"Prepare:  (a) 

An  invoice.  Here’s  a copy  of  the  last  invoice 
typed  (#2)  to  use  as  a guide.  The  number  of 
the  next  invoice  is  9-28/110. 

(b) 

A Straight  Bill  of  Lading.  Do  not  separate 
the  copies  until  the  signature  of  the  rail- 
road has  been  secured.  After  they  have  been 
signed,  then  the  proper  distribution  will  be 
made. 

(c) 

A check  to  the  railroad  for  the  amount  of 
freight,  which  is  62  cents  a hundred  or 
fraction  thereof.  I have  noted  the  weights 
on  this  letter  (-m-I). 

(d) 

This  form  letter  (#3),  to  the  home  office, 
changing  ’merchandise'  to  ’office  equipment’ 
in  the  second  paragraph. 

(e) 

A 60-day,  6%  note  for  them  to  sign.  We’re 
merely  doing  this  as  an  act  of  courtesy." 

(■frl— page  A52-5) 


NOTES:  Refer  to  Assignment  45  for  an  explanation  of  an 

Invoice, 


Several  duplicate  copies  of  Invoices  are  generally 
made.  However,  in  this  assignment,  make  only  the 
original. 
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McGILL  COMPANY,  INC. 

33  West  42nd  Street  New  York,  N.  Y. 


September  25,  19xx 


Jordan  & Company 
219  Main  Street 
Boston,  Massachusetts 

Attention  Mr.  Richard  F.  Gordan,  General  Manager 
Gentlemen: 


Our  branch  office  in  Lewiston,  Maine,  tele- 
phoned us  today  that  you  have  some  excellent  used 
office  equipment  for  sale  and  has  asked  us  to  order 
the  following  to  be  shipped  to  them.  We  understand 
that  Mr.  Fiske  of  our  branch  office  has  selected 
these  items  subject  to  our  approval  of  the  order. 


Quantity  Description 


3 Flat-top  Desks  (Oak) 

2 Storage  Cabinets 

3 Leather  Upholstered 

Side  Chairs 

2 Four-drawer  Filing 

Cabinets 

2 Stenographer's  Desk 

Lamps 


Cost 

$61.75 

27.50 

29.75 

59.25 

4.25 


ea 

ea 

ea 

ea 

ea 


)3/V 

I o> 

% ^ 


Inasmuch  as  the  purchase  of  such  equipment  and 
the  payment  therefor  originates  here  in  the  main 
office,  we  should  appreciate  your  prepaying  the 
freight  and  including  it  in  the  face  of  the  60-day, 
6%  note  to  be  mailed  here.  We  believe  you  approved 
this  form  of  payment. 


A52-6 


(»2) 


JORDAN  & COMPANY 
219  Main  Street 
Boston,  Massachusetts 


CUSTOMER'S 
ORDER  NUMBER 


7026-B 


order  date  September  25,  19xx 


f^o,RcET^o.  9-28/109 
date  September  28, 

OUR  ORDER  NO.  9-27/106 


sold  to  . National  Engineering  Company 
■ 206  E.  23d  Street 
. New  York,  New  York 


SHIPPED  TO 


QUANTITY 


Branch  Office,  Cl eve land, terms  2/10,  N/30 
Ohio 


19x3: 


FOR  CUSTOMER  S USE  ONLY 


VOUCHER  RECORD  NO. 


QUANTITY  O.  K. 


PRICES  O.  K. 


TERMS  O.  K. 


EXTENSIONS  O.  K. 


CHARGE  TO 


DATE  PAID 


_ CHECK  NO. 

EXTENSION  TOTAL 


500-  Copies  of  16-page  booklet, 

"National  Engineering  Service" 


42.80 


Postage  1.26 


44.06 


A52-7 


1*31 


Bill  of  Lading  Form  Letter  No,  1 


Thank  you  for  your  order  of 

Enclosed  are  the  itemized  invoice,  your  copy  of 

the  bill  of  lading,  and  a as  you 

requested.  Please  complete  the  paper  and  return  it 
to  us,  and  it  will  be  put  through  our  bank  in  due 
course. 

The  merchandise  should  reach  you  within  ( indicate 
the  approximate  number  of  days) • We  feel  sure  you  will 
find  everything  satisfactory. 


Very  truly  yours. 


f\ 
( 


Assignment  53 


September  28 

Mr.  Miller  (Credit  Division):  wHere*3  a letter  (*1)  calling  our 

attention  to  an  error  In  our  invoice.  Send  this  reply  (#2).w 

Note:  The  next  number  for  the  Credit  Memorandum  is  9-28/6. 

(»1) 

ROBERTS  & COMPANY 

JACKSON  AND  EAST  STATE 
SAN  FRANCISCO,  CALIFORNIA 

September  26,  19xx 

Jordan  & Company 
219  Main  Street 
Boston,  Massachusetts 

Gentlemen: 

I have  Just  discovered  an  error  in  your  Invoice 
No.  9-11/206,  dated  September  9.  The  total,  after  a 
check  of  the  extensions  and  the  addition,  should  be 
$148.50  instead  of  $184.50.  No  doubt  the  mistake 
was  due  to  a transposition  of  figures. 

For  this  reason  I have  charged  your  account  with 
the  amount  of  the  error,  $36.  Please  credit  our 
account  accordingly. 


Very  truly  yours. 


YT 


A53-2 


Assignment  54 


UNIFORM  ORDER  BILL  OF  LADING 


Unlike  the  Straight  Bill  of  Lading,  the  Order  Bill  of 
Lading  is  negotiable.  The  principal  use  of  this  type  of  Bill 
of  Lading  is  to  insure  the  payment  of  the  amount  due  on  the 
shipment  before  the  goods  are  delivered  to  the  consignee  or 
customer.  This  draft-bill-of -lading  method  of  collecting  is 
used  when  the  shipper  is  not  familiar  with  the  credit  standing 
of  a purchaser. 

To  illustrate:  Jordan  & Company  receives  an  order  for 

merchandise  from  Burton  & Baker  of  St.  Louis.  Burton  & Baker 
is  a new  customer  and  has  not  established  a credit  rating,  so 
requests  "Sight  Draft." 

An  Order  Bill  of  Lading  is  made  out  in  triplicate  (see 
page  A54-2),  consigned  to  the  order  of  Jordan  & Company,  and 
the  shipment  is  delivered  to  the  railroad  company.  To  the 
original  copy  are  attached  the  invoice  and  a Sight  Draft  on 
Burton  & Baker  in  favor  of  the  consignor,  Jordan  & Company, 
for  the  amount  of  the  invoice. 

The  original  Bill  of  Lading  and  the  Sight  Draft  are  en- 
dorsed to  the  consignor’s  bank  for  collection— using  the  full 
restrictive  endorsement  (see  page  A54-3).  The  Bill  of  Lading, 
the  Sight  Draft,  and  the  Invoice  are  forwarded  by  the  con- 
signor’s bank  to  its  correspondent  bank  in  St.  Louis,  which 
bank  then  notifies  the  consignee.  Burton  & Baker,  that  it  holds 
the  Sight  Draft  with  Bill  of  Lading  attached. 

Upon  payment  of  the  amount  of  the  Sight  Draft,  the  corres- 
pondent bank  endorses  the  Bill  of  Lading  in  favor  of  the  con- 
signee, Burton  & Baker,  and  remits  the  amount  collected  to  the 
consignor,  Jordan  & Company,  through  their  bank. 

Burton  & Baker,  the  consignee,  presents  the  endorsed  Bill 
of  Lading  to  the  railroad  and  claims  the  shipment. 


A54-2 


UNIFORM  ORDER  BILL  OF  LADING  (in  Triplicate) 


A54-3 


to 


CONTRACT  TERMS  AND  CONDITIONS. 


O O O to 


GO 


GO 


1 (»)  Tho  earner  or  baft?  In  OoftSettloTi  of  any  of  the  property  herein  described  shall  bo  liable  as  at 
law  for  any  loss  thereof  or  damage  thereto,  except  as  hereinafter  provided. 

<0  carrier  or  party  In  possession  of  all  or  any  of  the  property  herein  described  shall  be  liable  for 
thereof  or  damage  thereto  or  delay  caused  by  the  act  of  God.  tne  public  enemy,  the  autnorlty  of 
he^act  or  default  of  the  shipper  or  owner,  or  for  natural  shrinkage  The  carrier  s liability  shall  be 
warehouseman,  only,  for  loss,  damage,  or  delay  caused  by  fire  occurring  after  the  expiration  of  the 
•allowed  by  tariffs  lawfully  '•-  *'•  '•••'•h  free  time  to  be  computed  as  therein  provided)  after 
V|he  arrival  of  O’"  • 'he  port  of  export  (If  Intended  for  export)  h-- 


Sec.  «.  Every-  party,  whether  principal  or  agent,  shipping  explosives  or  dangerous  goods.  Without  previ- 
ous full  written  disclosure  to  the  carrier  of  their  nature,  shall  be  liable  for  and  Indemnify  the  carrier 
against  all  loss  or  damage  caused  by  such  goods,  and  such  goods  may  be  warehoused  at  owner's  risk  and 
expense  or  destroyed  without  compensation. 

Sec.  7.  The  owner  or  consignee  shall  pay  the  freight  and  average.  If  any.  and  all  other  lawful  cv 
accru>*--  except  In  those  Instances  where  It  may  lawfully  be  authorized  to  '* 

— ••!*!»  possession  at  destination  of  the  property  covered 
--  have  been  paid  The  consignor  shall  * 
stipulates,  by  sign-" 


ENDORSEMENT  OF  ORDER  BILL  OF  LADING 


N 

» 


October  1 


Mr.  Walker  (Sales  Division):  "This  Sales  Order  (**1)  is  to  be 

billed  and  shipped  f.o.b.,  destination,  but  the  freight  is  to 
be  charged  to  the  customer.  I have  indicated  the  weight  and 
charges  on  the  order. 


"Prepare:  (a)  An  invoice,  less  15$  trade  discount.  The 

next  number  is  10-1/106.  Don’t  forget  to 
include  the  freight. 

(b)  An  Order  Bill  of  Lading.  For  description, 
merely  type  ’2  cases  books  and  charts.* 


(c)  A check  to  the  railroad  company. 

(d)  A sight  draft,  payable  to  Jordan  & Company, 
or  ourselves,  endorsed  to  the  bank  for  col- 
lection. Include  the  freight. 


(e)  This  form  letter  (#2)  to  the  bank  to  which 
attach  the  invoice.  Bill  of  Lading,  and 
sight  draft.  The  consignee  does  business 
with  the  City  National  Bank  of  Augusta. 
Make  an  extra  copy  of  the  letter  for  the 
consignee. 

(f)  This  form  letter  (-aS)  to  the  consignee." 


A54-4 


(*1) 


JORDAN  & COMPANY 
219  Main  Street 
Boston,  Massachusetts 


Orde/NV  1643 


Sold  To 

Augusta  Furniture  Company 

September  28,  19xx 

Address 

237  Portland  Avenue 

T.l.r 

Aueusta. 

Maine 

Mail 

Ship  by 

Freight 

Terms 

S • D • B * 

L. 

Customer's  Order 

Number 

Verbal 

Quantity 

Description  Stock  No. 

Unit  Price 

Amount 

1QQQ 

Manuals: 

5QQ  Section  I (Diagrams  1-50) 

42.307.50 

5Q0  Section  II  (Diagrams  51-100) 


1*2) 

Bank  Form  Letter  No,  1 


Enclosed  are  an  invoice,  an  order  bill  of  lading, 
and  a sight  draft  for  $ drawn  on  

- > . » 

who  does  business  with  the  

Bank  of  • The  Order  Bill 

of  Lading  is  made  payable  to  ourselves  and  bears  our 
endorsement  to  you  for  collection*  Please  forward  the 
papers  for  immediate  collection. 

If  collection  is  made,  please  credit  the  proceeds 
to  our  account;  if  the  draft  is  dishonored  upon  present- 
ment, please  notify  us  promptly* 

Very  truly  yours. 


(*3) 


Bill  of  Lading  Form  Letter  No*  2 


Thank  you  for  your  order  of  • 

It  has  been  billed  promptly  and  should  reach  you  within 
(indicate  approximate  number  of  days) • 

As  you  requested,  we  drew  a sight  draft  on  you, 

through  our  bank,  for  $ * Attached  to  the 

draft  are  the  Bill  of  Lading  and  the  invoice.  The 
draft,  as  you  will  notice,  includes  the  freight  charge 
of  $ • 

We  feel  sure  that  the  order  will  meet  with  your 
approval* 

Yours  very  truly. 


. 


1 

1 


Assignment  55 


A55-1 


FOLDING  AND  INSERTING  LETTERS 


Folding  Letters 

For  Insertion"  in  No.  6 3/4  Envelopes 


1*  Place  flat  on  the  desk,  face  up,  and 
fold  from  the  bottom  up  to  about 
half  an  inch  from  the  top* 


2.  Fold  from  right  to  left  about  one- 
third  the  width  of  the  sheet. 


3.  Fold  from  left  to  right,  leaving 
about  a half-inch  margin  from  the 
fold  made  in  step  2. 


4.  Insert  in  the  envelope  with  the  last 
fold  first  (Step  3)  and  the  top  to 
the  left  of  the  envelope. 


Flaps  on  envelopes,  after  the  letters  are  inserted,  should 
be  left  open  with  the  address  side  of  the  envelope  down. 

Spread  the  envelopes  on  the  desk  so  that  only  the  gummed  edges 
of  the  flaps  are  exposed,  then  with  a moistened  sponge,  wet 
the  gummed  edges.  The  flaps  may  then  be  sealed  down  separately. 


A55-2 


Folding  Letters 

For  Insertion  in  No,  10  Envelopes 


( 


1.  Place  flat  on  the  desk,  face  up, 
and  fold  a little  less  than  one- 
third  from  the  bottom  upward. 


2.  Fold  the  second  one-third  from 
the  bottom  up  to  about  a quar- 
ter of  an  inch  from  the  top. 


3,  Insert  the  letter  so  that  the 
top  will  be  at  the  back  of  the 
envelope. 


c 


A55-3 


Envelopes  Properly  Arranged  for  Sealing 


October  2 


Mr*  Miller  (Credit  Division)*  "Take  the  letters  you  mimeo- 
graphed last  Tuesday  (A49-3)  and  send  a copy  to  each  of  these 
customers  (#1),  filling  in  the  necessary  data  in  the  blanks* 
Give  each  two  weeks  to  get  a reply  to  us* 

"I’m  going  to  be  out  the  rest  of  the  day  and  I want  these 
letters  in  the  mail  today,  so  sign  my  name*  After  signing, 
insert  in  envelopes,  and  forward  to  the  Mailing  Room." 

NOTES:  1*  Use  4 No*  6 3/4  envelopes  and  4 No*  10  envelopes* 

2*  Refer  to  OFFICE  MANUAL,  S2— 5,  Signing  for  Someone 
Else. 


A55-4 


(ill 


Office 

JORDAN  & COMPANY 
Memorandum  • BOSTON,  MASSACHUSETTS 

TO  : 

Mr#  Miller  date-.  October  1, 

19xx 

FROM  : 

Mr#  Bentley 

SUBJECT: 

Uncollectible  Accounts 

Here's  the  list  of  accounts  we  talked  about 
today— those  with  balances  of  six  months  or 
longer  overdue: 

National  Service  Company 
179  Central  Street 
Northampton,  Massachusetts 

Attention  J#  F.  Holmes,  Credit  Manager  $ 86#58 

Anderson  & Scott 
1621-25  Holmes  Boulevard 
New  Haven,  Connecticut 

176.39 

Mason  Construction  Company 
1733  Winchester  Avenue 
City 

79#56 

Jackson  Homes,  Inc# 
1829  Eastern  Avenue 
Indianapolis,  Indiana 

122.56 

Personal  Book  Store 
White  Building 
175  Washington  Street 
St#  Louis 

Attention  Joseph  F.  Hill,  Manager 

56.00 

Manha  t tan  Fur ni tur e , Inc • 
4069  Bridge  Street 
Pittsburgh 

236.75 

Elite  Home  Furniture 
2225  North  Pine  Street 
Philadelphia 

Attention  Mr#  A.  T.  Adams,  Treasurer 

315.60 

Paramount  Homes,  Inc# 
1802  King  Avenue 
Cincinnati 

210.50 

ab  J. A.B# 

A56-1 


Assignment  56 


October  3 


Mr*  Bradley  (Accounting  Division):  ”Get  last  month* s Bank 

Reconciliation  from  your  files*  Here  are  last  month’s  check 
stubs  (**1)  and  Bank  Statement  (-*2).  Reconcile  the  statement 
and  prepare  tw.o  Reconciliation  Statements*” 

(#1 — page  A56-2) 

(■fr2--page  A56-3) 


A56-2 


(*1) 


September 

September 

1 

Balance  • • • ♦ 

$1893.32 

17 

Collection  of 

Deposit  • • . • 

215.67 

Draft 

$ 221.25 

#362 

15*00 

#381 

96.81 

#363 

27.82 

#364 

26.50 

20 

Notes  Payable— 

Bank  • • • • • 

1250.00 

4 

Collection  of 

#382  

67.52 

Sight  Draft  • 

175.00 

#383  

20.25 

Exchange  Charges 

#384  

74.30 

for  August*  • 

1.80 

Demand  Interest 

21 

Deposit.  .... 

326.43 

for  August*  • 

3.25 

#385  ...... 

289.76 

#365 

87.92 

#386  

390.15 

#366 

92.56 

22 

#387 

125.00 

5 

Deposit  (Bond 

#388  

75.83 

Interest)  • • 

257.35 

#389  

42.27 

Royalty,  Eureka 

Mfg.  Company* 

751.93 

24 

Dividends,  Chase 

#367 

123.12 

Mfg.  Company  • 

325.15 

#390  

57.61 

8 

Rents,  White 

#391 

68.72 

Building*  • • 

1250.00 

#368 

191.82 

25 

#392  

26.82 

#369 

260.15 

#393  

47.33 

#370 

317.09 

#394  

62.50 

11 

Collection  of 

26 

Deposit.  • • • • 

238.26 

Draft  • • • • 

74.75 

#395  

4.59 

#371 

16.97 

#396  

19.85 

#372 

75.25 

#397  

8.20 

#398  

131.93 

12 

#373 

134.50 

#374 

41.35 

27 

Deposit 

90.75 

#375 

64.70 

#399  

121.39 

#400  

84.17 

13 

Deposit  (Mailed) 

219.26 

#401 

60.82 

#376 

83 . 58 

#402  

33.56 

#377 

48.45 

29 

Deposit  (Mailed) 

169.23 

14 

#378 

21.00 

#403  

88.76 

#379 

276.52 

#404  

134.58 

#380 

214.34 

#405  

200.00 

#406  

357.91 

CHECK  BOOK  BALANCE.  . 

2644.03 

A56-3 . 


Commercial  Bank 

BOSTON.  MASSACHUSETTS 

Jordan  & Company  219  Main  Street  Boston  Massachusetts 

’ (STREET)  ’ (CITY)  * (STATE) 


Sept 

1 

5.00 

- 

7.85 

- 

Sept 

1 

125.00 

- 

15.00 

- 

Sept 

4 

10.00 

- 

75.00 

- 

Sept 

4 

18.20 

- 

27 .82 

- 

Sept 

5 

6.75 

- 

26.50 

- 

Se  pt 

6 

92.56 

- 

Sept 

7 

87.92 

- 

62.85 

- 

Sept 

8 

123.12 

- 

Sept 

10 

260.15 

- 

191.82 

- 

Sept 

11 

317.09 

- 

75.25 

- 

Sept 

11 

T 

1.47 

- 

Sept 

13 

64.70 

- 

Sept 

14 

134.50 

- 

276.52 

- 

Sept 

15 

241.34 

- 

83.58 

- 

Sept 

19 

96.81 

• 

48.45 

_ 

Sept 

19 

CR 

116.49 

* 

Sept 

21 

74.30 

Sept 

22 

67.52 

- 

Sept 

24 

42.27 

- 

298.76 

- 

Sept 

25 

125.00 

- 

Sept 

26 

68.72 

- 

390.15 

- 

Sept 

27 

8.20 

- 

19.85 

- 

Sept 

27 

CR 

52.37 

- 

Sept 

28 

47.33 

- 

Sept 

29 

84.17 

- 

Sept 

29 

DL 

7.83 

- 

Sept 

29 

EX 

5.15 

- 

360, 

363 

339, 

366 

364 

Sept 

5 

365, 

361 

367 

Sept 

8 

369, 

368 

370, 

372 

Sept 

11 

375 

373, 

379 

Sept 

14 

380, 

376 

Sept 

15 

IC 

Sept 

17 

381, 

377 

Sept 

20 

L 

384 

Sept 

21 

382 

Sept 

22 

CL 

389, 

385 

Sept 

24 

387 

391, 

386 

Sept 

26 

397, 

396 

Sept 

27 

393 

400 

Sept 

29 

CL 

375.00 

Sept 

1 

2376.57 

215.67 

Sept 

1 

2452.24 

Sept 

4 

2367.24 

Sept 

4 

2321.22 

1009.28 

Sept 

5 

3297.25 

Sept 

6 

3204.69 

Sept 

7 

3053.92 

1250.00 

Sept 

8 

4180.80 

Sept 

10 

3728.83 

74.75 

Sept 

11 

3411.24 

Sept 

11 

3409.77 

Sept 

13 

3345.07 

219.26 

Sept 

14 

3153.31 

72.50 

Sept 

15 

2900.89 

221.25 

Sept 

17 

3122.14 

Sept 

19 

2976.88 

Sept 

19 

2860.39 

1250.00 

Sept 

20 

4110.39 

326.43 

Sept 

21 

4362.52 

204.15 

Sept 

22 

4499.15 

325.15 

Sept 

24 

4483.27 

Sept 

25 

4358.27 

238.26 

Sept 

26 

4137.66 

90.75 

Sept 

27 

4200.36 

Sept 

27 

4147.99 

Sept 

28 

4100.66 

119.86 

Sept 

29 

4136.35 

Sept 

29 

4128.52 

Sept 

29 

4123.37 

Key  to  Abbreviations 


Telegram 

Check  Returned  Unpaid 
Demand  Interest  on  Loan 
Exchange  Charge 
Interest  on  Loan  Collateral 
Loan 

Collection 
Collection  Charge 


Notej  The  numbers  of  the  checks  cashed  by  the 
bank  have  been  entered  on  the  statement 
since  it  Is  not  possible  to  have  the 
actual  checks  for  verification.  Assume 
that  the  checks  are  listed  at  their 
correot  faoe  value. 


T 

CR 

DL 

EX 

IC 

L 

CL 

CC 


BALANCE  FORWARD 

#333,  353  (See 
356,  362  Note 
352,  359  'below) 


NEW  BALANCE 


2014.42 


Sept  1 
Sept  1 


A 

fl 
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Assignment  57 


October  4 


Mr*  Baker  (Legal  Advisor):  "Mr*  Bradley  has  asked  me  to  prepare 

a Proxy  for  him.  I have  written  this  one  up  (#1)  and  want  you 
to  make  a typed  copy." 

Notes:  A Proxy  is  a legal  paper  conveying  authority  to  an 

agent  to  perform  a certain  act  for  the  principal — 
usually  the  right  to  vote  the  pr'lincipal 1 s stock  in 
a corporation. 

Erasures  and  alterations  are  not  permitted  on  legal 
documents.  If  there  are  several  errors  in  typing, 
for  example,  the  document  should  be  retyped.  If 
there  is  just  one  or  two,  the  correction,  or  correc- 
tions, may  be  made  In  ink  with  all  parties  placing 
their  initials  by  the  corrections  at  the  time  the 
document  is  signed. 

Use  the  current  year  date. 


(*1) 


Ktuuu  all  Men  by  tljwr  presents,  thats*&'?  the 

undersigned.  Stockholder  in  the 

do  hereby  appoint  — true  and  lawful 

Attorney,  with  power  of  substitution  for  and  in  name,  to  vote  at 

the  meeting  of  the  Stockholders  in  said  Company,  to  be  held  at/2.3*?&* ^ 
o—n-6^ or  at  any  adjournment  thereof,  with  all  the  powers 
should  possess  if  personally  present,  hereby  revoking  all  previous  proxies. 

<Q-<. pf—o—£-e^ks/  1 9 xx 

Witness,  

'J'ose.p//  Wh/ts. 

Ralph  4.  SR^DL.^y 


(X*) 


A58-1 


Assignment  58 


October  5 

Mr.  Walker  (Sales  Division):  "Type  a correct  copy  of  this  new 

price  list  (**!)•" 
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A59-1 


Assignment  59 


October  8 


Mr,  Baker  (Legal  Advisor):  "Mr,  Walker  has  asked  me  to  prepare 

for  him  a General  Power  of  Attorney,  Here  is  one  (*1)  in 
longhand  that  I have  worked  up.  Type  it," 

Notes:  A Power  of  Attorney  is  a legal  paper  formally  authoriz- 

ing an  agent  to  act  for  the  principal  in  the  matter  or 
matters  specified. 

Use  the  current  year  date. 

Legal  documents  are  usually  folded  and  "briefed." 
Folding  the  document  depends  upon  where  the  "brief" 
is  to  appear.  In  this  document,  fold  as  follows: 

1,  Place  flat  on  desk,  face  up,  and  fold 
one- third  from  the  bottom  upward, 

2,  Fold  the  second  one-third  from  the 
bottom  up  to  the  top, 

"Brief"  the  document  as  shown  on  page  A59-3, 

(*1~  page 


A59-2) 


A59-2 


l*Ll 


2Cnnhi  all  men  by  tljm  presenta 

THAT 

have  constituted,  ordained,  and  made,  and  in  stead  and  place  put,  and  by  these  presents  do  constitute, 

ordain,  and  make,  and  'mjJHsycr.... stead  and  place  put  

^ 

to  be.  mV~--  .true,  sufficient,  and  lawful  Attornja^^....for/2aL£^and  in  .name  and  stead,  and  to  *T 

use,  to  ask,  demand,  levy,  require,  recover  and  receive  of  and  from  all  and  every  person  or  persons  whomsoever 
the  same  shall  or  may  concern,  all  and  singular  sum  or  sums  of  money,  debts,  goods,  wares,  merchandise,  effects 
and  things  whatsoever  and  wheresoever  they  shall  and  may  be  found  due,  owing,  payable,  belonging  and  coming 
unto. -<24-4^ the  constituent  by  any  means  whatsoever 


*4j3*4ue^Lttr4i^<xd!JLs^ 


GIVING  AND  HEREBY  GRANTING  unto.-^ft^r^ said  Attorn.*^?. full  and  whole  strength, 

power  and  authority  in  and  about  the  premises;  and  to  take  and  use  all  due  means,  course,  and  process  in  the 
law,  for  the  obtaining  and  recovering  the  same,  and  of  recoveries  and  receipts  thereof,  and  in^t^l^.name  to 
make  seal  and  execute  due  acquittance  and  discharge;  and  for  the  premises  to  appear,  and  the  person  oiMJL^.. 
the  constituent  to  represent  before  any  governor,  judges,  justices,  officers  and  ministers  of  the  law  whatsoever 

in  any  court  or  courts  of  judicature,  and  there  on.  ^ ..behalf,  to  answer,  defend  and  reply  unto  all 

actions,  causes,  matters  and  things  whatsoever  relating  to  the  premises.  Also,  to  submit  any  matter  in 
dispute  to  arbitration  or  otherwise;  with  full  power  to  make  and  substitute  one  or  more  Attorneys  under 
said  Attorn and  the  same  again  at  pleasure  to  revoke.  And  generally  to  say,  do,  act,  transact, 
determine,  accomplish  and  finish  all  matters  and  things  whatsoever,  relating  to  the  premises  as  fully,  amply 

and  effectually,  to  all  intents  and  purposes,  as sjfee.j the  said  constituent,  if  present,  ought  or  might 

personally,  although  the  matter  should  require  more  special  authority  than  is  hereby  comprised....' the 


said  constituent  ratifying,  allowing  and  holding  firm  and  valid,  all  and  whatsoever>4Bt^--..said  Attorn. 
or^X^l^-^substitutes  shall  lawfully  do,  or  cause  to  be  done,  in  and  about  the  premises,  by  virtue 
presents. 

IN  WITNESS  WHEREOF. .^d£r?. have  hereunto  setdfc^'' ...hand  and  seal  this. 

day  oi.&rriQ-Z/r-ar^L&A^.. in  the  year  of  our  Lord  one  thousand  nine  hundred  and 


of  these 


Signed  and  sealed  in  presence  of 


W/U.TEH  $.She*-oon 


mmm 


From 


John  R*.  Walker 


To  Carlos.. Fowler 

Date D.c.tojb.er  .B.,,... .19  xx 


pnuirr  nf  Atinnteg 

[GENERAL] 


"Brief”  of  Legal  Document 


' 


A60-1 


Assignment  60 


PAYROLL  PROCEDURE— CASH 


Salaries  and  wages  are  paid  either  by  cash  or  check.  If 
the  latter  method  is  used,  each  payroll  check  is  made  out  for 
the  amount  of  net  earnings  as  shown  on  the  Payroll  Record,  The 
signed  check  and  deduction  slip  are  then  enclosed  in  an  inexpen- 
sive small  envelope  with  the  employee's  name  typed  on  it. 

The  procedure  of  paying  by  cash,  although  simple,  entails 
more  work  than  paying  by  check.  The  amount  of  cash  needed  is 
determined  by  adding  together  the  individual  net  earnings  as 
shown  on  the  Payroll  Record. 

When  salaries  or  wages  are  paid  in  cash,  it  is  necessary  to 
make  an  analysis  of  the  individual  and  total  net  earnings  to  de- 
termine and  secure  from  the  bank  the  correct  amount  in  currency 
(bills)  and  coins  to  make  up  each  employee's  pay  envelope. 

Change  Sheet 

The  Change  Sheet,  or  Change  Memorandum,  provides  a quick 
method  for  determining  the  denominations  and  quantities  of  the 
various  bills  and  coins  required  to  fill  each  pay  envelope. 

In  the  first  column  on  the  sheet  the  employees'  names  are 
typed.  In  the  second  column  the  amount  which  is  to  be  placed 
in  each  employee's  pay  envelope  is  typed  as  shown  on  the  Payroll 
Record.  The  amount  to  be  paid  each  employee  is  then  analyzed 
into  its  constituent  parts,  working  from  the  largest  denomina- 
tions downward,  and  listing  in  the  various  columns  the  number  of 
twenty-,  ten-,  five-,  and  one-dollar  bills  needed  and  the  number 
of  half-dollars,  quarters,  dimes,  nickels,  and  pennies  required. 

Although  it  is  permissible,  currency  higher  than  ten-dollar 
denominations  is  not  usually  given  out.  Employees  consider  tens, 
or  one  ten  and  two  fives,  more  convenient  to  use  than  a single 
twenty,  and  business  men  are  less  reluctant  to  cash  or  "break"  a 
smaller  bill.  Two-dollar  bills  are  also  sometimes  not  given  out 
because  of  a widespread  objection  to  them. 


A60-2 


CHANGE  SHEET 


Name  of 
Employee 

Amount 
co  be 
Paid 

Bills 

Coins 

20 

10 

5 

2 

1 

50 

25 

10 

05 

01 

Black,  Robert 

45.18 

2 

1 

1 

1 

3 

Carter,  Don 

18.76 

1 

1 

1 

1 

1 

1 

1 

Edwards,  Gene 

37.65 

1 

1 

1 

1 

1 

1 

1 

Hope,  Fred 

59.99 

2 

1 

1 

2 

1 

1 

2 

4 

Long,  Jay 

48.58 

2 

1 

1 

1 

1 

1 

3 

Total 

210.16 

7 

3 

5 

5 

2 

4 

2 

4 

3 

11 

COMMERCIAL  BANK 
Boston,  Massachusetts 
PAY  ROLL  MEMORANDUM 


Jordon  & Company 

Octob er  9, i g xx 


DENOMINATIONS 

DOLLARS 

CENTS 

Thousands 

Five  Hundreds 

Hundreds 

Fifties 

Twenties 

7 

140 

00 

Tens 

3 

30 

00 

Fives 

5 

25 

QO 

Twos 

5 

10 

00 

Ones 

2 

2 

00 

Halves 

4 

2 

00 

Quarters 

2 

50 

Dimes 

4 

40 

Nickels 

3 

15 

Cents 

11 

11 

Total 

210 

16 

The  accuracy  of  the 
Change  Sheet  is  proved  by 
converting  the  number  re- 
quired of  each  denomina- 
tion to  the  amount  of 
money  it  represents.  The 
total  of  the  amounts,  if 
no  errors  have  been  made, 
is  identical  to  the  total 
amount  of  the  money  to  be 
paid  out. 

Payroll  Memorandum 

A Payroll  Memorandum, 
or  Ticket,  supplied  to  busi- 
ness depositors,  usually 
without  charge,  by  the  bank, 
is  made  out  from  the  Change 
Sheet  for  the  convenience  of 
the  teller  at  the  bank. 


A60-3 


October  9 


Mr*  Bradley  (Accounting  Division):  "Here's  a Payroll  Memo  (*1) 

for  Department  26  listing  net  earnings  of  each  employee*  Prom 
it,  type  a Change  Sheet.  Our  policy  regarding  twenty-dollar 
bills  is  not  over  one  per  employee  and  none  to  any  employee 
whose  net  earnings  are  $35  or  less*  We  give  two-dollar  bills. 

"Then  type  a Payroll  Memo  for  the  bank  as  well  as  a check  pay- 
able to  Jordan  & Company,  endorsed  to  the  bank  for  my  signature. 
Indicate  on  the  check  that  it's  for  the  payroll  of  today." 


(»1) 


JORDAN  & COMPANY 
Office  Memorandum  . BOSTON,  MASSACHUSETTS 

to  : Mr.  Bradley  date:  October  9,  19xx 

FROM  : Mr.  Rice 

subject:  Payroll,  Department  26 


The  weekly  net  earnings  for  each  of  the  em- 
ployees listed: 


Ahern,  Richard 

$34.45 

Barrett,  Ruth 

32.18 

Clark,  John 

45.78 

Davis,  Francis 

30.10 

Galvin,  Margaret 

29.20 

Hanlon,  Paul 

35.13 

Irving,  Lawrence 

48.89 

Johnson,  Jean 

51.34 

Kelley,  Donald 

31.30 

MacDonald,  Walter 

37.29 

Nelson,  Joan 

49.94 

Paine,  Arthur 

42.35 

W 

•A.R. 

ac 


A61-1 


Assignment  61 


October  10 


Mr,  Baker  (Legal  Advisor):  "Mr.  Miller  has  sold  his  furniture 

and  fixtures  and  has  asked  me  to  prepare  the  Bill  of  Sale, 
Here  it  is  (*•1),  Type  it  up," 

Notes:  Use  the  current  year  date. 

To  fold  this  document: 

1,  Fold  from  bottom  to  top. 

2.  Fold  a second  time  from  bottom  to  top. 
"Brief"  the  document. 

(*1 — page  A61-2) 


A61-2 


(*1) 


Sitt  ottr  an  men  fcg  tee  presents 


4 

$ Z5oo) 


\jL,  >&.  & ‘J/UJUjZAJ, 

in  consideration  of  o -y  _■ 

paid  by 

m 

the  receipt  whereof  is  hereby  acknowledged,  do  hereby  grant,  sell,  transfer,  and  deliver  unto  the  said 

the  following  goods  and  chattels,  namely: 


a-4  3+X 

To  have  and  to  hold  all  and  singular  the  said  goods  and  chattels  to  the  said  c y^^7«>e-*£_y 

and 

executors,  administrators,  and  assigns  to  their  own  use  and  behoof  forever. 

And  hereby  covenant  with  the  grantee  that  a-^7>L-y  the  lawful  owner  of  the  said 
goods  and  chattels;  that  they  are  free  from  all  encumbrances, 


that  have  good  right  to  sell  the  same  as  aforesaid ; and  that 

the  same  against  the  lawful  claims  and  demands  of  all  persons, 

In  witness  whereof  the  said 


will  warrant  and  defend 


hereunto  set 


hand  and  seal  this 

in  the  year  one  thousand  nine  hundred  and 


Signed  and  sealed  in  presence  of 


day  of 


fit-BEKT  Steve /vs 


(?.  B.  W/i.uE^ 


( 


A62-1 


Assignment  62 


October  11 


Mr,  Bradley  (Accounting  Division):  "Tables,  adding  machine 

tapes,  charts,  records,  etc,,  must  be  thoroughly  proofread 
for  accuracy.  There  are  several  methods  of  proofreading 
statistical  copy.  However,  for  the  sake  of  uniformity  and 
mutual  understanding,  here  within  the  organization,  we  have 
adopted  the  following  practices  (*1). 

"I’d  like  you  to  study  these  various  illustrations  and  prac- 
tice these  lists  (*2).  Sometime  today  or  within  the  next 
day  or  two  I’ll  go  over  these  (*2)  with  you  to  see  if  you 
have  the  idea. 

"Straight  columns  of  figures  should  be  read  vertically. 
Straight  copy  and  copy  in  which  there  are  both  columns  of 
figures  and  columns  of  words  and  phrases  may  be  read 
horizontally. ” 


(*1) 


Observe  in  the  following  examples  that  the  practice 
in  proofreading  statistical  copy  is  to  double  figures 
and  to  use  comma  divisions  whenever  possible. 

Numbers  Diction 


18 

173 

1845 

1,845 

16,467 

197,395 

1,236,753 

13,871,691 

126,237,649 


Eighteen 

One  seventy-three 

Eighteen  forty-five 

One  eight  forty-five 

Sixteen  four  sixty-seven 

One  ninety-seven  three  ninety-five 

One  two  thirty-six  seven  fifty-three 

Thirteen  eight  seventy-one  six  ninety-one 

One  twenty-six  two  thirty-seven  six  forty- 

nine 


A cipher  is  referred  to  an  an  0 (pronounced  oh)  or 

zero. 


(^--Concluded  on  page  A62-2) 


A62-2 


(*H-- concluded) 


For  numbers  that  are  repeated,  use  the  word  "twice." 

For  numbers  appearing  three  or  more  times,  use  "three 

times,"  "four 

times,"  etc. 

264 

Two  sixty-four  twice 

264 

376 

Three  seventy-six  three  times 

376 

376 

9-06 

Nine  dash  zero  six  four  times 

9-06 

9-06 

9-06 

8*66 

Eight  point  sixty-six 

5/85 

Five  slant  eighty-five 

Fractions  written  "l/2,  3/4,  7/8"  should  be  read 

"one-half,"  "three-fourths,"  "seven-eighths, " 

For  consecutive  numbers,  read  all  of  the  digits  in 

the  first  number  of  the  series,  but  only  the  last  two 

digits  of  the 

remaining  numbers. 

1944 

Nineteen  forty-four,  forty-five,  forty- 

1945 

six,  forty-seven 

1946 

1947 

1301 

Thirteen  0 one,  two,  three,  four 

1302 

1303 

1304 

1310 

Thirteen  ten,  eleven,  twelve,  thirteen 

1311 

1312 

1313 

1320 

Thirteen  twenty,  twenty-one,  twenty-two. 

1321 

twenty-three 

1322 

1323 

A62-3 


(«2) 


(1) 

(2) 

(3) 

(4) 

(5) 

14 

1.60 

845 

.06 

1,896 

186 

2.35 

845 

.025 

3,284 

230 

21.87 

20361 

1.35 

6,090 

859 

3.87 

1827 

.067 

17,325 

1236 

18.05 

926 

2.031 

6,735 

2582 

126.02 

926 

3.6752 

20,206 

2116 

21.54 

926 

.01 

7,000 

1814 

72.81 

926 

.105 

6,025 

126 

1.30 

1007 

.756 

127 

3905 

625.28 

33 

10.00 

22 

24 

.26 

2735 

1.0735 

1,726 

1020 

24.00 

18689 

.063 

106,895 

680 

6.08 

2832 

.754 

75,083 

896 

326.35 

185 

1.0625 

62,834 

62 

10.00 

185 

8.7525 

502,090 

(6) 

(7) 

(8) 

(9) 

(10) 

2,985,432 

1285 

287.50 

10,876.50 

18-56 

17,376 

1286 

78.92 

2,831.73 

7-90 

1,026,739 

1287 

136.40 

890.06 

6-35 

146,627,768 

1288 

1489.35 

1,635.01 

8-39 

30,305,672 

1289 

175.81 

600.00 

23-38 

10,000 

1290 

.80 

17,094.37 

1-189 

708,654 

1310 

1.65 

8,095,67 

326-18 

1,809,006 

1311 

84.50 

26.57 

6-181 

270,235 

1312 

194.52 

.06 

7/350 

65,893 

1313 

8.76 

3,186.32 

13/906 

5,036,629 

1314 

309.42 

180.56 

18/35 

98,652,897 

2001 

1809.65 

1.80 

17/65 

7,209,856 

2002 

850.00 

17,184.37 

306/790 

682,348 

2003 

17.25 

8,900.30 

25/80 

1,000,684 

2004 

.02 

18.00 

1/56 
9/12-18 
9/12-35 ■ 
9/12-57 
10/12-49 
10/12-55 
10/12-87 

— 








Assignment  63 


October  12 


Mr,  Baker  (Legal  Advisor);  "Mr.  Bradley  is  leasing  some  property 
to  Henry  Fowler,  I have  drawn  up  the  necessary  papers.  Type 
this  (•*1)." 

Notes:  A Lease  is  a formal  document  covering  the  rental  of 

property. 

Use  the  current  year  date, 

(•**■! —page  A63-2) 


A63-2 


i±li 


01|t9  Stttontar?,  MADE  the  day  of 

in  the  year  of  our  Lord  one  thousand  nine  hundred  and 

MittUSStlfc,  That  ^J^JU  (L^rvly^  ^ 

MV-cS, 

do  hereby  lease,  demise  and  let  uMo^%£A^t-^y^L0-*e*—^a^s'  a~£'  , 

^Lc-yLyJ  JPx  -4.  J — c«— «_ $ 


^ 0 lb  for  the  term  of  e—n_JLf  C 1 J 

from  the  jf*. day  of  d2— <uV-« — £LjlA^/  nineteen  hundred  and 

yielding  and  paying  therefor  the  rent  of  SLi^^/Lj/je^A^^^/-- ~*~°/ / O O 

( 6 /fob  ). 


And  said  Lessee  doj^promise  to  pay  the  said  rent**- 
osM-eLs  '*+/)»  t JLx-tLaA^X-y1  (*  /&o) 

StXXi  0-*J»^3l-u~ri~<>LA-£--cLS' 


e—H-J  dffLtS  V-tu  « f aLts-u  <fi-C-Y 

f%XX  y **>/'&  0 A-o-£tieuL*4y  (f  / SO ) a—M^ 

s^JLly  ll-cx-tJLJbf-jL-'  aL-x^j  *-£, 

cLct-Je-X^rSy. — - xd-tf  J J J*  y e 

and  to  quit  and  deliver  up  the  premises  to  the  Lessor  , »-L_^  + _-<l  J attorney,  peaceably  and  quietly,  at 

the  end  of  the  term,  in  as  good  order  and  condition,  reasonable  use  and  wearing  thereof,  fire  and  other  un- 
avoidable casualties  excepted,  as  the  same  now  are,  or  may  be  put  into  by  the  said  Lessor  , and  to  pay  the 
rent  as  above  stated,  during  the  term,  and  also  the  rent  as  above  stated,  for  such  further  time  as  the 
Lessee  may  hold  the  same,  and  not  make  or  suffer  any  waste  thereof;  nor  lease,  nor  underlet,  nor  permit 
any  other  person  or  persons  to  occupy  or  improve  the  same,  or  make  or  suffer  to  be  made  any  alteration 
therein,  but  with  the  approbation  of  the  Lessor  thereto,  in  writing,  having  been  first  obtained ; and  that 
the  Lessor  may  enter  to  view  and  make  improvements,  and  to  expel  the  Lessee  , if  he  shall  fail  to  pay 
the  rent  as  aforesaid,  or  make  or  suffer  any  strip  or  waste  thereof. 


probibcb  also,  that  in  case  the  premises,  or  any  part  thereof  during  the  said  term,  be 
destroyed  or  damaged  by  fire  or  other  unavoidable  casualty,  so  that  the  same  shall  be  thereby  rendered 
unfit  for  use  and  habitation,  then,  and  in  such  case,  the  rent  hereinbefore  reserved,  or  a just  and  proportional 
part  thereof,  according  to  the  nature  and  extent  of  the  injuries  sustained,  shall  be  suspended  or  abated 
until  the  said  premises  shall  have  been  put  in  proper  condition  for  use  and  habitation  by  the  said  Lessor  , or 
these  presents  shall  thereby  be  determined  and  ended  at  the  election  of  the  said  Lessor  or 
legal  representatives. 

in  fa)rt ntSS  tobtreof , The  said  parties  have  hereunto  interchangeably  set  their  hands  and  seals 
the  day  and  year  first  above  written. 

Signed  and  sealed  in  presence  of 


*1  A AY  TAY  LOR. 


A'Mgy'  TArL0  ^ 


fc.  BRA.D 

tiEM  *y  Bnwi-e^ 
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Assignment  64 
October  15 

Mr*  Baker  (Legal  Advisor):  "Jordan  and  Company  are  mortgaging 

some  property  and  I have  prepared  the  necessary  forms  (*1  and 
#2).  Type  them  up." 

Note:  Use  the  current  year  date* 

(»d 


<rznf^B.s  t-/*c otv 
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Assignment  65 


October  16 


Mr,  Bradley  (Accounting  Division):  ’’Here  is  a personal  letter 

(*1)  I want  typed.  Make  a copy  of  this  letter  (*2)  with  its 
enclosures  (*3  and  *4),  both  also  personal,  to  enclose.” 


A65-2 


NOTES:  (1)  In  the  letter,  financial  statement,  and  schedules, 

supply  figures  of  the  current  year  for  19-A  and 
figures  of  the  past  year  for  19-B. 

(2)  Personal  Letter  (#1) 

Refer  to  OFFICE  MANUAL,  Section  2,  p.  S2-3,  for 
closing  a personal  letter. 

Below  the  Identification  Initials  in  the  personal 
letter,  the  Enclosure  should  read: 


This  means  that  the  personal  letter  has  an  en- 
closure which  enclosure  in  turn  has  two  enclosures. 

(3)  Copies  of  Enclosures 

Type  the  letter  to  be  enclosed  (#2)  and  its  en- 
closures (#3  and  *4)  on  plain  paper. 

Type  the  closing  on  the  copy  of  the  enclosed 
letter  (#2)  thus: 
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In  upper  left-hand  corner  of  each  (*2,  *3,  and  #4 
type  the  word  "Copy,”  thus: 


A65-4 


(*2) 


COLUMBIA  MOTOR  COMPANY 


19  32  E STREET.  N.W. 
Washington,  d.  C. 


September  27,  19 -A 


TO  THE  STOCKHOLDERS  OP  COLUMBIA  MOTOR  COMPANY: 

We  are  pleased  to  announce  that  at  a meeting  of 
the  Board  of  Directors  of  Columbia  Motor  Company  held 
on  August  9,  19-A,  the  Board  reviewed  the  financial 
condition  of  the  Company  for  the  fiscal  period  just 
closed* 

It  was  found  and  determined  that  the  Company  had 
sufficient  earned  surplus  and  the  Company’s  financial 
condition  would  justify  a dividend  payment  of  $1*75  on 
the  1%  preferred  stock,  leaving  a substantial  operating 
balance  after  the  payment  thereof* 

The  Board  ordered  and  directed  the  dividend  to  be 
paid  to  stockholders  of  record  as  of  the  close  of  busi- 
ness June  30,  19-A,  payable  on  July  1,  19-A. 

It  Is  our  intention  to  pay  other  dividends  at  such 
time  as  the  Company’s  financial  condition  will  justify; 
however,  at  the  same  time  we  expect  to  continue  to  add 
to  the  reserves  of  the  Company. 

Enclosed  is  a copy  of  the  Summary  of  Annual  Report. 


Yours  very  truly 
COLUMBIA  MOTOR  COMPANY 


President 


AJT/ht 

Enclosures  2 
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(♦3) 


COLUMBIA  MOTOR  COMPANY- 

1932 

E Street,  N.  W. 

Washington,  D.  C. 

ASSETS 

Dec*  31 
19 -B 

Dec.  31 
19-A 

Increase  (/) 
Decrease  (-) 

LIABILITIES 

Dec*  31 
19-B 

Dec*  31 
19-A 

Increase  (/) 
Decrease  (-) 

CURRENT 

CURRENT 

Cash 

♦Accounts-Notes  Receivable 
♦Inventories 
Prepaid  Expenses 

Total  Current  Assets 

DEFERRED  CHARGES 

$ 16,880 
104,196 
44,040 
1,900 

167.016 

1,600 

31,920 

80,614 

64,660 

3,120 

180,314 

3,000 

/15,040 
-23,582 
/20,620 
t 1.880 

/13.298 
/ 1,400 

Accounts  Payable 
Notes  Payable 
♦Accrued  Liabilities 

Total  Current  Liabilities 

FIXED 

Bonds 

1st  Mortgage  6fs,  Due  19-A 

$ 42,460 
23,000 
6,260 

71,720 

OR  AAA 

45,180 

17,000 

8,180 

70,360 

/2,720 
-6,000 
/l, 920 

-1,360 

-25,000  ; 

- 5,000 

-30,000 

-31,360 

FIXED  ASSETS 

wO f UUU 

♦Land  5s  Buildings 

105,160 

99,320 

8,150 

5,840 

125,420 

112,580 

6,570 

6,280 

/20,260 
/13,260 
- 1,580 
/ 440 

Mortgage  Payable,  Due  19-A 
Total  Fixed  Liabilities 
Total  Liabilities 

5,000 

1A  AAA 

♦Machinery  5c  Tools 
♦Delivery  Equipment 
Furniture  5c  Fixtures 

OU  j UUvJ 
101,720 

70,360 

Total  Fixed  Assets 

218,470 

250,850 

/32.380 

CAPITAL 

Patents 

Goodwill 

14,200 

5,000 

12,280 

5,000 

- 1,920 
000 

CAPITAL  STOCK  AND  SURPLUS 

Capital  Stock 

2500  shares.  Par  100 
Earned  Surplus 

250,000 

54,566 

250,000 

131,084 

/76.518 

Total  Capital 

304,566 

381.084 

/76.518 

Total  Assets 

406,286 

451,444 

/45.158 

Total  Liabilities  5e  Capital 

406.286 

451,444 

/45.158 

♦See  accompanying  schedules 

• 

• 
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COLUMBIA  MOTOR  COMPANY 
Supporting  Schedules  to  Accompany 

Summary  of  Annual  Report 

Dec.  31 
19 -B 

Dec.  31 
19-A 

/or  - 

Accounts  & Notes  Receivable 

Accounts  Receivable 

# 88,920 

$ 50,720 

#-38,200 

Less:  Reserve  for  Bad  Debts 

6,224 

3,556 

- 2,668 

Carrying  Value— Accounts 

82,696 

47,164 

-35,532 

Notes  Receivable 

Less  Discounted  Notes 

21,200 

32,800 

/11,600 

Accrued  Interest 

300 

650 

/ 350 

Total  Accts  & Notes  Receivable 

104.196 

80,614 

-23,582 

Inventories 

Materials 

17,920 

25,200 

/ 7,280 

Work  in  Process 

6,480 

10,500 

/ 4,020 

Finished  Goods 

19,640 

28,960 

/ 9,320 

Total  Merchandise  Inventories 

44,040 

64,666 

Land  & Buildings 

Land 

28,900 

28,900 

0 

Buildings 

80,000 

102,000 

/22,000“ 

Less  Allow  for  Depreciation 

3,740 

5,480 

/ 1,740 

Carrying  Value 

76,260 

96,520 

/20.260 

Total  Land  & Buildings 

105,160 

125,420 

/20.260 

Machinery  & Tools 

Machinery 

112,800 

132,000 

/19,200 

Less  Allow  for  Depreciation 

28,600 

32,500 

/ 3,900 

Carrying  Value 

84,200 

99,500 

/lb, 300 

Tools 

15,120 

13,080 

- 2,040 

Total  Machinery  & Tools 

99,320 

112,580 

/l3,260 

Delivery  Equipment 

Delivery  Equipment 

11,500 

9,650 

- 1,850 

Less  Allow  for  Depreciation 

3,350 

3,080 

270 

Carrying  Value 

“8,150 

6,5^0 

- 1,580 

Accrued  Liabilities 

Accrued  Wages 

1,360 

2,680 

/ 1,320 

Interest  on  Bonds 

900 

0 

900 

Taxes 

4,000 

5,500 

/ 1,500 

Total  Accrued  Liabilities 

6,260 

8,180 

/ 1,920 

. 
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Reinserting  Stapled  Sheets 


It  may  be  necessary  to  reinsert  in  the  typewriter  typed 
sheets  which  are  held  together  with  staples  at  the  top.  Be- 
cause of  the  staples,  these  stapled  sheets  cannot  be  fed  into 
the  machine  in  the  usual  way,  but  may  be  inserted  in  the  fol- 
lowing manner! 

1,  Insert  a sheet  of  paper  in  the  ordinary  way  to  a 
top  margin  of  two  or  three  inches, 

2,  Pick  up  the  stapled  sheets.  Hold  the  one  to  be 
corrected  over  the  platen  as  though  about  to  read 
the  matter  typed  on  it, 

3,  Drop  the  lower  end — the  unstapled  end--of  that 
sheet,  together  with  the  remaining  sheets,  between 
the  inserted  sheet  of  paper  and  the  front  of  the 
platen. 

4,  Turn  the  single  sheet  that  has  been  inserted  back, 
or  out  of,  the  typewriter.  As  the  platen  is 
turned  back,  the  stapled  sheets  will  feed  into 
the  typewriter  in  the  proper  typing  order. 


TELEPHONE  DIRECTORY 


Look  up  the  following  information  in  the  BOSTON  TELEPHONE 
DIRECTORY  and  type  the  answers  In  the  spaces  provided! 

Special  instructions:  Type  the  answers  to  all  questions 

except  No.  4. 

Staple  these  two  sheets  together. 

Then,  following  the  instructions 
above  for  reinserting  stapled 
sheets,  reinsert  pages  A66-3  and 
A66-4,  and  type  in  the  answers 
to  question  No.  4. 

1.  Prom  a Dial  Telephone! 

A.  For  numbers  not  found  in  the  directory, 

dial 


B.  To  report  service  failure  due  to 
mechanical  trouble,  dial  • • • • 
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C,  If  a call  is  not  completed  satisfac- 
torily: 

(1)  On  local  calls,  dial 

(2)  On  a long  distance  call  given 

to  "Operator,”  dial  

(3)  On  a call  given  to  "Long  Distance," 

dial 

D,  For  time  service,  dial  

E,  For  weather  service,  dial 

F,  For  a station- to-station  call,  dial,  . , • 

G,  For  a person-to-person  call,  dial 

H,  In  an  emergency,  dial 

I,  For  F.  B,  I,,  dial  

2,  List  the  Central  Exchange  Offices  for  down- 
town Boston,  •••••  


3,  Using  the  alphabetic  telephone  directory,  locate  and  type 
in  the  spaces  provided  the  name  under  which  the  telephone 
for  each  of  the  following  is  listed: 

A,  Fire  Department,  • « , 

B,  Public  Library  , • , , 

C,  Collector  of  In- 
ternal Revenue  • • , , 

D,  Western  Union,  • • • • 


E 


Registry  of  Motor 
Vehicles  « • • • 
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p. 

Post  Office.  • • • • 

G. 

State  House.  • • • • 

H. 

City  Hospital.  ... 

I. 

Social  Security 
Board 

J. 

Police  Department.  • 

K. 

Office  of  the 
Governor  

Using  the  classified  section  of  the  telephone  directory, 
locate  and  type  in  the  spaces  provided  the  heading  under 
which  one  would  find  names  for  each  of  the  following  sub- 
scribers : 

A. 

Ministers 

B. 

Distributors  of 
rubber  stamps.  . • • 

C. 

Interior  Decorators. 

D. 

Pharmacists.  • • • • 

E. 

Dealers  in  Venetian 
blinds  

F. 

Grand  Lodge  of 
Masons  ••••••• 

G. 

Attorneys.  ..... 

H. 

Dealers  in  ties.  • • 

I. 

Agents  for  Accident 
and  Health  Insurance 

J. 

Income  Tax 

Specialists 

K. 

Travel  Agencies.  . . 

L. 

Dealers  in  office 
desks • 

A66-4 


M.  Loan  Agencies.  • • • 

N.  Agents  for  calcu- 
lating machines.  • . 

0*  Dealers  in  trunks.  • 

P.  Certified  Public 
Accountants.  • . • • 

Q.  Collection  Agencies. 

R.  Printers  • 

S.  Dealers  in  name 

plates  

T.  Real  Estate  Agents  • 

U.  Long  distance  movers 
of  household  effects 
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A CITY  DIRECTORY 

A City  pirectory  Is  the  public  index  of  people  and 
institutions  within  the  city. 

The  five  principal  divisions  of  a City  Directory  in 
order  as  arranged  and  maintained  by  the  Standard  Make-Up 
are : 

(1)  Miscellaneous 

This  section  consists  of  varied  information 
not  easily  and  advantageously  included  in  any 
other  section.  It  is  the  custom  to  retain  govern- 
ment information— city,  borough,  county,  township, 
state,  and  federal — in  this  section.  Courts,  pub- 
lic schools,  and  the  post  office,  being  depart- 
ments of  government,  are  also  usually  placed  in 
the  Miscellaneous. 

(2)  Buyers  * Guide 

This  is  a section  of  classified  advertising, 
and  is  strictly  what  its  name  implies— A Buyers* 
Guide.  Herein  are  placed  the  descriptive 
advertisements  of  a majority  of  the  representative 
business  and  professional  firms  in  the  city, 
arranged  in  alphabetical  order  and  grouped  by  line 
of  business. 

(3)  Alphabetical  List  of  Names 


This  is  the  fundamental  part  of  any  City 
Directory. 

This  section  contains  the  names,  occupations, 
and  addresses  of  all  residents  eighteen  years 
old  or  over;  and  all  business  and  professional 
concerns,  showing  the  officers  or  members  of  each, 
whether  copartnership  or  corporation,  line  of 
business  transacted,  etc. 

The  Alphabetical  List  of  names  contains  five 
facts  concerning  each  person. 
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(1)  Name 

(2)  Marital  status 

(3)  Occupation 

(4)  Place  of  employment  (or  most  important 
business  connections) 

(5)  Residence  address 

Wives*  names  are  usually  shown  in  paren- 
theses following  the  names  ' of  all  married  men* 

Three  styles  of  listing  women* s names  to 
distinguish  the  marital  state  may  be  illus- 
trated as  follows : 

White  Mary  T wid  Henry  D 
(Widow  by  death) 

White  Mary  T 

(Widow  by  separation,  or  wife  with 
individual  listing) 

White  Mary  T 

(Unmarried) 

The  householder  or  head  of  the  family  is 
usually  designated  by  the  letter  "h"  preceding 
the  street  number* 

(4)  Directory  of  Householders.  Office  Buildings. 

and  Business  Places*  and  Street  and  Avenue  Guide 

The  streets  are  arranged  in  alphabetical 
order,  with  descriptions  as  to  starting  points, 
terminations,  and  relative  positions  to  other 
streets  and  landmarks.  The  house  numbers  are 
arranged  numerically  with  the  respective  house- 
holders' or  business  tenants'  names  opposite* 

In  the  case  of  a place  of  business,  the 
nature  thereof  is  placed  after  the  firm  name, 
unless  the  firm  name  is  self-explanatory.  If 
the  business  or  profession  is  conducted  under 
the  name  of  an  individual,  the  nature  of  the 
business  is  always  noted  after  the  individual's 
name. 


Apartment  houses  and  office  buildings  are 
listed  by  name,  followed  with  a list  of  occu- 
pants, usually  by  apartments  or  room  numbers. 
Intersecting  streets  are  shown  in  bold-face 
type  at  their  respective  crossing  points, 
thereby  dividing  the  street  into  blocks. 

In  many  Directories  of  Householders 
the  ownership  of  the  home  is  indicated  by 
the  character  " ® " , which  is  placed 
immediately  after  the  occupant* s (householder’s) 
name.  Sometimes  the  telephone  number,  also,  is 
shown, 

(5)  Classified  Business  Directory 

In  this  section  are  listed  all  corporations, 
firms,  individuals  in  business  for  themselves,  and 
professional  men  and  women,  arranged  alphabetically 
under  the  classifications  or  headings  which 
best  describe  their  activities. 

It  is  an  old  established  custom  to  locate  the  latest  copy 
of  the  City  Directory  in  a place  easily  accessible  to  the 
public — (1)  in  drug  stores,  (2)  in  hotels,  (3)  in  libraries, 
(4)  in  banks  and  similiar  institutions,  and  (5)  in  directory 
libraries. 
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Look  up  the  following  information  the  the  BOSTON  CITY  DIREC- 
TORY and  type  the  answers  in  the  spaces  provided 

1.  Name  the  five  divisions  of  the  city 

directory.  ••••••••••  (1) 


2.  Who  is  the  President  or  Director  of  the 


Museum  of  Fine  Arts? (2) 

3.  What  is  the  business  address  of 

Lovell  & Covell  Company?  ••••••••  (3) 

4.  Who  are  the  President  and 
Vice-President  of  Jordan  Marsh 

Company? (4) 


5.  Where  is  the  nearest  mercantile  or 

collection  agency  located?  (5) 

6.  What  is  the  salary  of  the  Governor 

of  Massachusetts? (6) 

7.  Where  is  Long  Wharf  located?.  ••••••  (7) 

8.  What  building  is  located  at 

939  Boylston  Street?.  ••••••••••  (8) 

9.  List  four  expresses  running  to 

Portland,  Maine,  from  Boston (9) 


(10) 


10. 


Where  is  Trinity  Church,  Boston, 
located,  and  who  is  its  pastor? 
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11.  What  cities  are  Included  in  Suffolk 

County? (11) 


12.  Where  is  the  Licensing  Board  of  the 

City  of  Boston  located? (12) 


13.  Where  is  the  City  Collecting  Depart- 
ment located?  •••••••••••••  (13) 


14.  What  building  is  located  at 

374  Washington  Street?.  ••••••••  ( 14) 


15.  Where  does  Boylston  Street  begin 

and  end?. ••••••••••  (15) 


16.  Where  are  the  General  Offices  of 

Boston  University?.  ••••••••••  (16) 


17.  Where  is  the  State  House  located?  ...  (17) 


18.  In  what  room  is  the  Department  of 

Local  Taxation,  State  House?.  • • • • • (18) 


19.  How  many  Legal  Holidays  are  there  in 

the  State  of  Massachusetts?  ..••••  (19) 


20.  List  the  first  five  occupants  listed 
in  the  Western  Union  Telegraph  Build- 
ing, 230  Congress  Building.  (20) 


21.  Where  is  the  Chamber  of  Commerce 

Building? (21) 
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22.  List  3 officials  of  the  Old  Colony 

Trust  Company.  (22) 


23.  What  are  the  counties  of  Massachu- 
setts? • •••••• (23) 


24.  where  is  the  Custom  House?  ......  (24) 


25.  Where  is  the  General  Theological 
Library?  Name  the  President  and 

Treasurer • _ (25) 


26.  Give  the  address  of  the  Master 
Builders*  Association;  also  the 
President,  Vice  President,  and 

Treasurer.  ............... (26) 


27.  Name  five  express  offices  in  Boston.  , (27) 


28.  Where  is  the  Department  of  the 

Mayor  of  Boston  located?  •••••«.  (28) 
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29*  Where  is  the  U.  S.  Social  Security 

Board,  N.  E.  Regional  Office? (29) 

30,  What  building  is  at  270  Commonwealth  ^ 

Avenue? (30) 


31.  What  building  is  located  at  80 

Federal  street? (31) 


32.  'Who  is  the  President  of  the  New 

England  Trust  Company? (32) 


33.  Select  a page  in  the  Directory  of 
Householders,  etc.,  and  list  the 

first  3 homeowners  in  column  1 . . . . Page (33) 


34.  Select  a page  in  the  Alphabetical 

List  of  Names  and  from  it  select  one 
example  illustrating  each  of  the 

three  marital  status  of  women.  • • • • Page_ (34) 


* 
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THE  WORLD  ALMANAC 


This  yearly  publication  has  been  issued  by  the  New  York 
World  and  contains  miscellaneous  information  (covering  a sur- 
prisingly wide  field*  So  much,  indeed,  is  contained  in  this 
handy  book  of  almost  a thousand  pages  that  it  is  possible 
here  to  give  only  a suggestion  of  its  contents. 

Very  roughly,  its  contents  may  be  classified  somewhat 
as  follows: 

(1)  An  almanac,  with  astrological  and  chrono- 
logical information. 

(2)  Statistics  and  general  information  regard- 
ing the  United  States. 

(3)  Important  events  of  the  preceding  year. 

(4)  A general  description  of  the  various  States 
of  the  Union. 

(5)  Statistics  and  general  information  regard- 
ing New  York  State  and  New  York  City. 

(6)  Statistics  and  general  information  regard- 
ing many  foreign  countries. 

(7)  Weights,  measures,  and  various  mathematical 
tables. 

(8)  Sporting  events  and  statistics. 

(9)  Lists  of  famous  people  and  memorable  dates. 

(10)  Travel  information  and  statistics. 

(11)  Political  information  and  statistics. 

(12)  Much  unclassified  matter  appearing  at  ran- 
dom throughout  the  book. 

The  book  is  supplied  with  a copious  index  for  ready 
reference. 


. 


. 


Type  the  answers  in  the  spaces  provided: 

1.  When  it  is  twelve  o* clock  Eastern  Stand- 
ard Time,  what  time  is  it  in  Denver, 
Colorado?  Paris,  France?  •••••.. 


2.  What  President  of  the  United  States 

followed  Abraham  Lincoln?  * 

3.  What  was  the  total  population  of  Con- 

tinental United  States  according  to 
the  last  official  census?  The  Dis- 
trict of  Columbia?  Metropolitan  New  York 
City?  Metropolitan  Chicago?  Total  popu- 
lation of  Massachusetts?  Total  female 
population? 


4.  What  is  the  area  of  Continental 

United  States?  Population  per  square 
mile?  


5.  What  two  holidays  are  observed  the 
world  over?  


6.  How  many  Nations  made  up  the  original 

membership  of  the  United  Nations?  

7,  What  countries  were  represented  in 
The  Atlantic  Charter  and  who  signed 

for  each  country? 
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8,  How  far  is  it  by  water  from  New  York 

City  to  Rio  de  Janeiro,  Brazil?  • • • (8) 

9.  How  far  is  it  by  air  from  Cleveland, 

Ohio,  to  Spokane,  Washington?  From 

London,  England,  to  Moscow,  Russia?  • (9) 

10.  How  high  is  Pike's  Peak?  Mt.  Mc- 
Kinley? Where  is  each  located?  • • . (10) 


11.  Where  is  the  Golden  Gate  Bridge? 

When  was  it  completed?  •••••••  (11) 


12.  Who  are  the  Senators  from  Massachus- 
etts in  the  present  Congress?  ....  (12) 


13.  Who  invented  the  domestic  typewriter? 

When?  The  adding  machine?  When? 

The  X-ray?  When? •••••  (13) 


14.  What  was  the  National  Income  by  In- 
dustrial Divisions  in  1938?  1943?  • (14) 


15.  Where  is  the  lowest  point  in  North 

America?  Highest  point?  (15) 
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16*  ' To  whom  was  the  last  Nobel  Peace 

Prize  given? . . . . . (16) 

17*  Locate  Grand  Coulee  Dam*  When  was 

It  built? (17) 


18*  Hlhen  and  where  was  the  Declaration 

of  Independence  adopted  by  Congress? (18) 


19.  When  did  Article  XXI  of  the  Consti- 
tution go  into  effect? (19) 

20.  When  was  the  United  States  Navy 

founded?  By  whom? * * . (20) 


21.  When  was  the  Library  of  Congress  in 

Washington,  D.  C.,  established?.  . . (21) 

22.  When  was  the  United  States  Maritime 

Commission  created? (22) 

23.  Identify  the  following  abbrevia- 
tions ? 

nol.  pros.  (23) 

Pro  tern.  

R.  S.  V.  P.  

P.  C.  C.  

Ibid.  

Prox.  _______ _______ 

viz. 
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Section  1 


STATE  AND  TERRITORIAL  ABBREVIATIONS 


State  abbreviations  may  be  used  In  statistical  and  tabu- 
lar material  where  saving  space  is  essential,  but  for  mailing 
purposes,  the  Post  Office  prefers  that  the  State  be  written 
out  in  full. 


Alabama  — Ala. 

Arizona  --  Ariz. 

Arkansas  — Ark. 

California  --  Calif. 

Colorado  — Colo. 

Connecticut  --  Conn. 

Delaware  — Del. 

District  of  Columbia  — D.  C. 
Florida  — Fla. 

Georgia  — Ga. 

-"-Idaho 

-x-Iowa 

Indiana  — Ind. 

Illinois  — 111. 

Kansas  --  Kans. 

Kentucky  --  Ky. 

Louisiana  --  La. 

*-Maine 

Maryland  — Md. 

Massachusetts  --  Mass. 
Michigan  — Mich. 

Minnesota  — Minn. 

Mississippi  — Miss. 

Missouri  --  Mo. 

Montana  --  Mont. 


Nevada  — Nev. 

New  Hampshire  — N.  H. 
New  Jersey  --  N.  J. 

New  Mexico  --  N.  Mex. 
New  York  — N.  Y. 

North  Carolina  — N.  C. 
North  Dakota  — N.  Dak. 
*Ohio 

Oklahoma  — Okla. 

Oregon  — Oreg. 
Pennsylvania  — Pa. 
Rhode  Island  — R.  I. 
South  Carolina  — S.  C. 
South  Dakota  — S.  Dak. 
Tennessee  --  Tenn. 

Texas  --  Tex. 

-"-Utah 

Vermont  — Vt. 

Virginia  --  Va. 
Washington  --  Wash. 

West  Virginia  --  W.  Va. 
Wisconsin  — Wis. 
Wyoming  — Wyo. 


-«-No  abbreviation 
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MISCELLANEOUS  ABBREVIATIONS 


Acct.,  a/c 

Account 

etc. 

and  so  forth 

Agnt . 

Agreement 

et.  seq. 

and  the  following 

amt  • 

Amount 

exp. 

Expense,  Express 

A1 

First  quality 

F.  0.  B. 

Free  on  Board 

assn. 

Association 

f .o.b. 

atty. 

Attorney 

frt . 

Freight 

avg. 

Average 

fwd. 

Forward 

Ave. 

Avenue 

I.  C.  C. 

Interstate  Commerce 

bal . 

Balance 

Commission 

bbl.,  brl. 

Barrel 

I.  e. 

that  is  (id  est) 

bdl. 

Bundle 

int . 

Interest 

bdls. 

Bundles 

L . C . L . 

Less  than  Carload 

B/E 

Bill  of  Exchange 

Lot 

B/L 

Bill  of  Lading 

L.  S. 

Place  of  the  Seal 

Bs/L 

Bills  of  Lading 

mdse . 

Merchandise 

bldg. 

Building 

memo. 

Memorandum 

B/P 

Bills  Payable 

mlsc. 

Miscellaneous 

B/R 

Bills  Receivable 

Mgr. 

Manager 

B/S 

Bill  of  Sale 

Mtg. 

Mortgage 

bu. 

Bushel 

N.  B. 

Take  Notice 

ctf. 

Certificate 

N.  F. 

No  funds 

c .1  . f . 

Cost,  insurance. 

N.  G. 

No  good 

freight 

non  seq. 

It  does  not  follow 

c/o 

Care  of 

N.  S.  F. 

Not  sufficient 

Co. 

Company,  county 

funds 

C.  0.  D. 

Cash  on  Delivery 

on  a/ c 

On  account 

c . o . d • 

o/ s 

Out  of  stock 

col . 

Column 

o/s  or 

C.  P.  A. 

Certified  Public 

return 

On  sale  or  return 

Accountant 

oz. 

Ounce 

Cr. 

Credit,  Creditor 

Pkg. 

Package  # 

dept. 

Department 

P&L 

Profit  and  Loss 

disc. 

Discount 

pro  tern 

For  the  time 

do  • 

Ditto 

R.  R. 

Railroad 

(same  as  above) 

R.  S.  V. 

P. 

Reply,  if  you  please 

doz. 

Dozen 

S.  D.  B. 

L. 

Sight  Draft,  Bill  of 

Dr. 

Doctor,  Debtor 

Lading  attached 

Debit 

shpt . 

Shipment 

d/  s 

Days  after  sight 

S3  . 

namely  (in  law) 

ea. 

Each 

viz. 

namely 

e.g. 

For  example 

(videlicet ) 

et  al. 

and  others,  and 

elsewhere 
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Section  2 


ADDRESSES,  SALUTATIONS , AND  CLOSINGS 


Always  use  the  correct  title  before  the  name  of  the  person 
being  addressed.  This  rule  applies  to  the  inside  address  of 
the  letter  and  to  the  address  on  the  envelope.  Never  address  a 
letter  to  an  individual  without  using  the  correct  title  of 
respect. 

First  Line  of  Address  Preferred  Salutation 


Man 


Mr.  Robert  C.  Rogers 


Dear  Mr.  Rogers: 


Unmarried  Woman 


Miss  Alice  T.  Rogers 


Dear  Miss  Rogers 


Married  Woman 


Mrs.  Robert  C.  Rogers 


Dear  Madam: 

Dear  Mrs.  Rogers 


Widow 


Mrs.  Alice  T.  Rogers 


Dear  Madam 


SPECIAL  BUSINESS  ADDRESSES  AND  SALUTATIONS 


Partnership  Rogers  & Nelson 
(Men) 


Gentlemen 


Partnership 

(Women) 


Mary  Brown  & Alice  Lowe 


Ladies 
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Unmarried  Misses  Mary  and  Alice  Long 

Women  or 

Ladies : 

The  Misses  Long  and  Fisk 

Dear  Miss  Long  and 
Miss  Fisk: 

•M-Company  United  Copper  Company 

Gentlemen: 

Men  and 
Women 

Gentlemen: 

or 

Ladies  and  Gentlemen 

Women 

Ladies : 

Man  and  Woman 

Dear  Sir  and  Madam: 

Blind  Adver- 
tisement 

Gentlemen: 

*If  the  name  of  an  organization  consists  of  the  name  of  an 
individual,  as  John  Wanamaker,  the  proper  salutation  is 
Gentlemen. 


OM 

S2-3 


SIGNATURES 


Legal  responsibility  for  the  contents  of  a business 
letter  is  determined  by  the  order  in  which  the  signature  is 
written.  The  signature  of  a business  usually  contains  three 
parts : 

1,  The  name  of  the  business  concern 

2,  The  penwritten  signature  of  the  dictator  or  signer 

3,  The  official  position  of  the  dictator  or  signer 


An  Individual 

An  individual  should  adopt  one  of  two  styles  of  signature 
and  hold  to  it:  (1)  both  names  in  full,  (2)  a combination  of 

his  name  and  his  initials. 


Yours  truly. 

Yours  truly, 

Yours  truly. 

Charles  Bishop 

C.^john  Bishop 

C,  J.  Bishop 

The  given  name  of  an  individual  should  never  be  abbrevi- 
ated. (George,  not  Geo.;  William,  not  Wm.) 

A man  should  never  prefix  Mr.  to  his  name. 


Signature  for  Women 

Signatures  for  women  vary  according  to  their  marital 
status • 
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The  business  or  professional  woman,  although  married,  may 
retain  her  own  identity,  but  should  establish  a signature  to 
be  used  in  all  business  transactions. 

There  is  a growing  tendency  to  omit  the  title  Miss  before 
names  that  are  definitely  feminine  (Mary,  Dorothy,  All c e , etc.), 
but  in  such  cases  where  confusion  may  arise  (Billie,  Cecil, 
Shirley,  Gene,  etc.),  it  is  better  to  indicate  the  title. 


All  titles  preceding  a name  are  enclosed  in  parentheses. 


Yours  very  truly. 

Yours  very  truly 

(Miss)  Shirley  Davis 

A married  woman  should 

sign  in 

longhand  her  own  given 

name,  the  full  middle  name  or  initials,  with  her  husband^ 
surname,  followed  by  the  typewritten  or  longhand  signature  of 
her  married  name. 


Yours  very  truly, 
(Mrs.  John  Martin) 


A widow  or  divorcee  should  prefix  Mrs . in  parentheses. 
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Signing  for  Someone  Else 

When  It  is  necessary  for  another  person  to  insert  the 
penwritten  signature  of  the  signer,  that  fact  should  be  indi- 
cated in  the  signature.  The  most  common  practice  is  that  of 
affixing  the  initials  of  the  signer  to  the  signature. 


Very  truly  yours, 


JORDAN  & COMPANY 


G.  B.  Miller 
Credit  Manager 
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Section  3 


Letter  Placement  Chart 


Modified  Block-  Letter 
(Single  Spacing) 


An  8 1/2"  x 11"  piece  of  paper  has  66  vertical  spaces, 

85  horizontal  spaces  of  pica  type,  and  102  horizontal  spaces 
of  elite  type.  The  center  of  a line  of  pica  type  is  43;  elite 
type , 51 • 


PICA  TYPE 

ELITE 

TYPE 

Words  in 
Body  of 
Letter 

Marginal 

Stops 

Tabulator 

Stops 

Marginal 

Stops 

Tabulator 

Stops 

Up  to  125 

40- space 
( 20/65 ) 

25,  43 

50-space 

(26/76) 

31,  51 

125-199 

50-space 

(17/67) 

20,  43 

60-space 

(81/81) 

26,  51 

200-274 

60-space 

(12/72) 

17,  43 

70- space 
(16/86) 

21,  51 

*275  or 
more 

55-space 

(15/70) 

17,  43 

65-space 

(19/84) 

21,  51 

*A  letter  exceeding  275  words  should  be  typed  on  two  or  more 
pages,  breaking  the  letter  so  that  at  least  two  lines  of  a 
paragraph  appear  on  the  first  page,  and  three  lines  or  more 
on  the  subsequent  page. 
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Section  4 


PUNCTUATION 


Open  Punctuation 

In  open  punctuation,  punctuation  marks  are  omitted  at  the 
end  of  the  lines  of  the  heading,  inside  address,  salutation,  and 
closing.  If  a line  ends  with  an  abbreviation,  a period  follows 
the  abbreviation. 


Date 


Mr.  J.  R.  Fisher,  Treasurer 
Statler  Sc  Company,  Inc. 

123  North  Fifth  Street 
New  York,  New  York 

Dear  Mr.  Fisher 


Very  truly  yours 
JORDAN  & COMPANY 


John  R.  Walker 
Credit  Manager 


ti 


Enclosure 
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Closed  Punctuation 


In  closed  punctuation,  commas  are  typed  at  the  end  of  all 
lines  in  the  headings,  inside  address,  salutation,  and  closing 
with  the  exception  of  the  last  line  of  the  heading,  inside  ad- 
dress, and  typed  signature  or  title  where  a period  is  used. 


Date , 


Mr.  J.  R.  Fisher,  Treasurer, 
Statler  & Company,  Inc., 

123  North  Fifth  Street, 

New  York,  New  York. 

Dear  Mr.  Fisher: 


Very  truly  yours, 
JORDAN  & COMPANY, 


John  R.  Walker, 
Credit  Manager. 


Enc losure 
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Mixed  Punctuation 


Mixed  punctuation  does  not  employ  the  use  of  marks  of 
punctuation  at  the  end  of  the  lines  in  the  heading  and  inside 
address,  but  uses  a colon  at  the  end  of  the  salutation  and  a 
comma  at  the  end  of  the  complimentary  closing. 


Date 

Mr.  J.  R. 
Statler  & 
123  North 
New  York, 

Fisher,  Treasurer 
Company,  Inc. 
Fifth  Street 
New  York 

Dear  Mr.  Fisher: 

Very  truly  yours, 

JORDAN  & COMPANY 

John  R.  Walker 
Credit  Manager 

ti 

Enclosure 

Apostrophe 


Use  the  apostrophe ; 

1.  To  indicate  the  possessive  forms  of  nouns* 

Singular 

Examples:  the  attorney* s brief 

the  Y.  M.  C.  A.»s  building 
his  money* s worth 
sister-in-law* s home 
an  employee's  duty 
a month's  interest 
John  Young,  Jr.'s  sister 
a citizen's  responsibilities 
a man's  problem 
a woman's  checkbook 
a creditor's  statement 
the  customer's  ledger  account 
Lane  & Co.'s  prices 
Blake  & Bros. * statement 
Hubbard,  Inc. »s  invoice 

Plural 


the  attorneys'  brief 
sisters-in-law' s home 
all  employees'  duties 
six  months'  interest 

the  citizens'  responsibilities 
men's  problems 
women ' s che ckbo oks 
creditors'  statements 
the  customers ' ledger  accounts 

Miscellaneous 


for  politeness*  sake 
for  goodness'  sake 
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Since  the  apostrophe  is  used  to  form  possessive  nouns, 
special  uses  for  possessive  case  structures  are  illustrated 
below. 

1*  Individual  ownership. 

Example:  Smithes  aid  Brown* s businesses 

2.  Joint  ownership. 

Example:  Smith  and  Brown's  business 

Smith  and  Brown's  businesses 

3.  Before  verbal  nouns. 

Examples:  Mary's  leaving  was  cancelled. 

Your  writing  the  letter  is 
imperative. 

4.  Compound  expressions. 

• 

Examples:  Walker  & Company *s  file 

Chairman  of  Boston's  Chamber  of 
Commerce 

King  of  Engl and Ts  family 

5.  Appositives. 

Examples:  Harry,  the  Shoeman's  shop 

A.  G.  Green,  Jr.'s  salary 

Note:  Names  of  firms,  organizations,  institu- 

tions, etc.,  may  be  written  with  or  with- 
out the  apostrophe  depending  on  the  style 
adopted  by  the  organization. 

Examples:  State  Teachers  Alliance 

City  Merchants*  Club 


2.  For  contractions: 

Examples:  aren*t 

»tis  (it  is) 

1*11  (I  shall,  I will) 
doesn*t  (does  not) 
Class  of  *45 
Year  of  *30 
there’s  (there  is) 
it's  (it  is) 
o'clock  (of  the  clock) 
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3.  To  add  -s,  -d,  or  -ing  to  letters,  abbreviations,  figures, 

symbols,  and  words. 

Examples:  n.g. »s 

c.o.d. »ing 
ok  *d 
xfd  out 
9 ’s 
i »s 
and  1 s 
R 1 s 
!§>  * s 

fo'S 
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Capitalization 


Capitalize : 

1.  Titles  of  honor,  respect,  and  relationship* 


Note:  Father  and  Mother  used  as  direct  address  are  capital 

ized. 


Examples:  Yes,  Mother,  I have  it. 

Give  it  to  my  father. 


2.  Titles  when  they  refer  to  a particular  person  addressed. 


Example  s : Mr . Cha i rman 


Mr.  Senator 

President  of  the  United  States 
Governor  of  Illinois 
Mayor  of  New  York 


Note:  Do  not  capitalize  sir,  madam,  and  gentlemen  in 

direct  address. 


Examples:  Is  that  necessary,  madam? 


3.  Government,  when  It  is  used  synonymously  with  United  States 


Example:  The  Government  requires  many  reports. 


4.  Proper  names  combined  with  such  prefixes  as  anti, 
post,  non,  pro,  semi,  trans,  hyper,  and  un.  “THe 
are  not  capitalized. 


Example  s : pro-Brit i sh 

semi-Gothic 
trans-Atlantic 
un-American 
anti-Prohibitionist 


Examples:  President  Thomas 


the  president  of  the 


Judge  ho  ng 
Aunt  Alyce 


organization 
judge  of  the  race 
the  children's  aunt 


No,  sir,  your  calculations  are  not 
correct. 
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5.  Proper  adjectives. 

Examples:  American  styles  English  textbook 

Canadian  citizen  Dutch  descent 

English-speaking  family  French  custom 

6.  Personified  words. 

Examples:  Mother  Nature  sends  Spring  to  brighten  our 

lives  from  the  dark  days  of  Old  Man  Winter. 

Note:  The  names  of  the  seasons  are  not  capitalized  unless 

the  seasons  are  personified. 

Examples:  spring  styles  summer  tourist 

autumn  showers  fall  foliage 

winter  evenings 

7.  The  pronoun  I and  the  interjection  0. 

Examples:  ”0,  my  goodness,  I forgot." 

"Hear,  0 my  people,  and  I shall  speak." 

8.  Letters  used  after  a name  to  designate  a degree. 

Examples:  T.  D.  Holt,  D.  D. 

A.  Alyce  Johnson,  M.  A.,  Ph.  D. 

Mary  Sellers,  B.  S. 

9.  Abbreviations  of  one  letter  unless  they  refer  to  literary 
references  or  units  of  measurement. 

Examples:  C.  (Centigrade)  1.  (line) 

F.  (Fahrenheit)  p.  (page) 

Note:  The  tendency  in  business  is  toward  lower  case  in 

abbreviations. 

10.  In  commercial  papers  and  legal  documents,  the  principal 
terms  expressing  sums  of  money. 

Examples:  Commercial  Paper 

...  We  promise  to  pay  • . . Three 
Hundred  Fifty-seven  and  No/100  Dollars 
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Legal  Paper 

• . • in  the  amount  of  Five  Hundred 
Dollars  ($500).  • • 

Capitalize  the  first  word: 

1.  Of  every  sentence  or  an  exclamatory  expression  used  as  a 
sentence • 

Example:  The  convent-ion  was  held  at  a hotel,  what  a 

success ! 

When  it  is  desired  to  make  an  explanatory  clause  which 
follows  a colon  decidedly  formal,  the  first  word  in  that 
clause  may  begin  with  a capital. 

Example:  These,  then,  gentlemen,  are  the  reasons 

for  my  recommendation:  The  territory  is 

too  small  and  the  market  too  centralized. 

2.  Of  every  line  of  poetry,  unless  the  author  chooses  a lower- 
case style. 

Note:  Overruns  begin  with  a small  letter. 

3.  Of  every  direct  quotation. 

Example:  The  manager  suddenly  announced,  "The 

campaign  was  a failure." 

Note:  Do  not  capitalize  the  first  word  of  a fragmentary 

quotation. 

Example:  Mary's  idea  of  "the  typical  Yankee" 

was  amusing. 

4.  Of  the  salutation  and  all  nouns  in  the  salutation. 

Examples:  Dear  Friend: 

My  dear  Sir: 

Gentlemen: 

Dear  Mr.  Brown: 

My  dear  General  Smith: 

5.  Of  the  complimentary  close. 

Examples:  Yours  very  truly. 

Respectfully  yours. 

Sincerely  yours. 
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6.  In  each  section  of  an  outline. 

See  OFFICE  MANUAL,  Section  4,  p.  S4-35. 

7.  That  follows  Resolved,  Provided,  or  whereas  in  formal 
resolutions,  contracts,  etc. 

Examples:  Resolved,  That  • • . • • 

Whereas,  It  has  been  decreed  • • • • • 
Provided,  That  

8.  After  a colon  if  the  passage  is  a direct  quotation  or  of 
a formal  nature. 

Examples:  Three  important  psychological  factors  are 

involved  in  our  daily  relations  with  other 
people:  One  is  reason,  another  is  emotion, 

and  the  third  is  habit. 

The  Sales  Manager  summarized  his  talk  by 
saying:  "Individual  differences  may  be 

due  to  the  individual  himself— his  intellec 
tual,  physical,  or  emotional  traits  or 
characteristics — or  to  outside  influences — 
education  and  environment." 

Capitalize  the  names  of: 

1.  Individuals,  associations,  businesses,  clubs,  organizations 
names  of  inhabitants  from  different  sections  of  the  country 
epithets  applied  to  names,  foundations. 

Examples:  Henry  A.  Tidwell 

John  de  Witt 
Business  Menfs  Club 
Chicago  Chamber  of  Commerce 
Rockefeller  Foundation 
the  Nutmeg  State 
Royal  Typewriter  Company 
the  westerner 
The  Universal  Corporation 

2.  Governmental  departments,  legislative,  judiciary,  and  ad- 
ministrative bodies,  political  parties,  the  United  States 
Army  and  Navy  and  their  branches. 

Examples:  General  Assembly 

Senate 

United  States  Army 
Treasury  Department 
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Congress 

Supreme  Court 

Demo  c r a ti c Party 

House  of  Representatives 

National  Guard 

Tenth  Ward 

Sixteenth  Infantry 

Seventy-ninth  Congress 

3.  Buildings,  churches,  libraries,  hotels,  railroad  terminals, 
and  institutions. 

Examples:  Palmer  House 

St.  Louis  High  School 
Roosevelt  Court 
University  of  Illinois 
Union  Station 
All  Saints1  Church 
Boston  Public  Library 
Hotel  Statler 
White  House 


4.  Books,  magazines,  pamphlets,  bulletins,  and  articles. 

Note:  In  titles,  all  words  are  capitalized  except  articles, 

conjunctions,  and  prepositions  unless  such  a term 
is  used  as  the  initial  word  of  the  title. 

Examples:  Treasure  Island 

Physical  Health  Bulletin 
Boston  Journal 
Weekly  Post 
Story  of  My  Life 
The  Golden  Rule 


5,  Geographical  divisions,  mountains,  lakes,  rivers,  oceans, 
parks,  counties,  streets,  and  avenues,  when  used  as  a part 
of  the  name. 


Examples:  Rocky  Mountains 

Rhine  River 
Pacific  Ocean 
St.  Clair  County 
Main  Street 
in  the  South 
Roman  numerals 
the  Orient 
the  Middle  West 
Grand-  Canyon 
Yellowstone 
National  Park 


mountains  of  Maine 

the  river  Rhine 

the  ocean  liner 

the  county  officials 

the  narrow  street 

south  of  Panama 

roman  type 

oriental  styles 

some  mid-western  states 

deep  canyon 

the  beautiful  park 
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Boston  Harbor 
the  Mississippi 
Valley 

Upper  New  York 
the  Near  East 

6.  Holidays,  months  of  the  year,  days 
periods,  and  wars. 

Examples:  Colonial  Period 

Industrial  Revolution 

World  war 

Civil  war 

Fourth  of  July 

Memorial  Day 

Christmas 

Labor  Day 

September 

Wednesday 

7*  Trains,  cars,  platforms,  steamships,  and  rooms. 

Examples:  Queen  Mary 

Crystal  Lounge 
New  York  Limited 
Car  No,  27 
Room  1037 
Platform  6 

8,  The  Deity  (or  references  to),  books  and  divisions  of  the 
Bible,  holy  days,  and  creeds. 

Examples:  Cod 

Old  Testament 
Paul 
Mathew 
Easter 
Luke 
Psalms 

Note:  Adjectives  derived  from  the  Bible  are  written  with 

small  letters. 

Examples:  biblical 

scriptural 


Apostles*  Creed 

Christian 

Catholicism 

Protestant 

Christmas 

Scripture 


a large  harbor 
deep  valley 

northern  New  York 
near  eastern  custom 

of  the  week,  historical 
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9.  Astronomical  bodies. 

Examples:  Jupiter 

Milky  Way 
Neptune 
Mars 
Venus 

10.  Business  products,  particularly  in  advertising. 

Examples:  Lifebuoy 

Chesterfield 

Clippercraft 

Note:  Some  words  derived  from  proper  names  and  which  have 

developed  a special  business  meaning  are  written 
with  small  letters. 

Examples:  boycott 

macadamize 
pasteurized 
manila  (cord) 
italicize 
platonic 

plaster  of  paris 
china 
chinaware 
paris  green 

11.  Specific  courses  of  instruction. 

Examples:  Algebra  I a course  in  algebra 
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Colon 


Use  the  colon  In  the  following  Instances: 

1.  After  the  introduction  to  a quotation  when  the  quotation  is 
long,  and/or  when  the  quotation  consists  of  two  or  more 
sentences. 

Example:  From  page  249  of  "Personal  Adaptation,"  the 

speaker  quoted:  "Be  sure  your  attitude  re- 

flects at  all  times  the  emotions  you  wish 
to  produce  in  those  with  whom  you  come  in 
contact.  A pleasant  attitude  on  your  part 
will  reflect  itself  in  the  other  person;  an 
unpleasant  attitude  on  your  part  will  only 
bring  about  more  unpleasantness." 

2.  To  follow  the  introduction  to  an  enumeration  or  a quotation. 

Note:  Such  an  introduction  often  ends  with  or  includes  the 

expression  the  following  or  as  follows. 

Examples:  Mr.  Ross  said:  "Send  the  following 

men  to  Mr.  Rand*s  office:  Henry  P. 

Jones,  of  the  Publishing  Department; 
M.  L.  Wallace,  of  the  Pay  Roll  De- 
partment; and  Miss  Mary  Smith  of  the 
Legal  Department." 

The  following  quotation  is  an  old 
one:  "A  penny  saved  is  a penny 

earned." 

Ship  the  following  by  parcel  post: 

2 doz.  No.  2 pencils 
10  reams  mimeograph  paper 
10  reams  Bond  paper 

I have  read  the  following  books: 

Tale  of  Two  Cities 
Gone  with  the  Wind 
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NOTE:  When  other  sentences  or  statements  intercept  the 

enumeration,  the  period  is  used. 

Example:  The  following  positions  are  now 

available.  Application  for  them 
should  be  made  early. 

1.  Accountants 

2.  Secretaries 
5.  Typists 

5.  To  separate  two  independent  clauses  when  the  first  clause 
serves  as  a formal  introduction  to  the  second  clause.  • 

Examples:  That  is  a well-known  fact:  No  man  can  do 

all  the  work  himself. 

Here  is  something  worth  thinking  about:  A 

small  idea  that  produces  something  is  worth 
more  than  a big  idea  that  produces  nothing. 

Do  you  believe  in  the  old  saying:  Silence 

is  Golden? 

4.  To  follow  the  introductory  remark  of  a speaker  and  the  salu- 
tation of  a business  letter,  except  when  pure  open  punctua- 
tion is  used. 

Examples:  Gentlemen: 

Ladies  and  Gentlemen: 

Dear  Sir: 

Dear  Mr.  Blank: 

5.  To  separate  hours  and  minutes  expressed  in  figures. 

Examples:  The  shipment  will  arrive  at  6:30  p.m.- 

The  meeting  will  come  to  a close  at  8:00  p.m. 

6.  In  biblical  citations. 

Examples:  John  2:31 

Luke  2 : 20 
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7.  In  literary  references  between  the  place  of  publication  and 
the  name  of  the  publisher. 


Example : 


Progressive  Business  English  (Chicago:  Baker 

Publishing  Company),  p.  205. 
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Comma 


Use  a comma  in  the  following  instances; 

1.  To  set  off  nouns  used  in  direct  address. 

Examples:  In  conclusion,  gentlemen,  the  meeting  is 

adjourned. 

Yes,  sir,  the  meeting  will  be  held  in 
Room  609. 

2.  To  set  off  words  and  phrases  in  apposition. 

Example:  Helen  and  Alice,  twin  sisters,  will  be  the 

club»s  representatives. 

a.  Abbreviations  (Jr.,  Sr.,  etc.)  as  well  as  academic 
titles  (LL.D.)  are  in  apposition  with  the  preceding 
name  • 

Examples:  John,  Jr.,  and  John,  St.,  were  elected 

to  the  board. 

The  door  sign,  "A.  B.  Connors,  LL.D.,” 
is  completed. 

b.  A year  date  written  after  a preceding  month  and  date  is 
in  apposition  with  the  preceding  month  and  date. 

Example:  On  October  15,  19xx,  the  Supreme  Court 

handed  down  this  decision. 

c.  A day  of  a week  is  sometimes  expressed  by  a following 
month  and  date,  in  which  case  the  name  of  the  month  and 
the  date  are  in  apposition  with  the  name  of  the  day  of 
the  week. 

Example:  Thursday,  April  10,  is  the  final  day 

for  collections. 

d.  The  name  of  a city  is  often  explained  by  the  name  of 
the  state  which  follows  ‘it,  in  which  case  the  name  of 
the  state  is  in  apposition  with  the  name  of  the  city. 

Example:  Boston,  Massachusetts,  enjoys  a rich 

tradition. 
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3.  Do  not  set  off  restrictive  appositives  by  commas*  The 
usual  restrictive  appositives  are  those  that  refer  to  the 
language  (words  and  phrases),  and  those  that  refer  to 
personal  relationships. 

Examples:  The  word  recommend  is  frequently 

misspelled. 

His  brother  Ralph  arrived  yesterday. 

4.  To  separate  words  and  phrases  used  in  a coordinate  series. 

Examples:  Men,  material,  machinery,  money,  and 

method  are  the  "5  M's"  of  management. 

Shipments  can  be  made  by  parcel  post,  by 
express,  or  by  freight. 

a.  Etc.  which  sometimes  is  used  at  the  end  of  a series 
must  be  followed  by  a comma  unless  etc . ends  the 
sentence. 

Examples:  Such  words  as  principle,  accept, 

advise,  etc.,  are  frequently  in- 
correctly used. 

Count  them  in  numerical  order,  such 
as,  one,  two,  three,  etc. 

b.  A comma  is  used  between  two  adjectives  when  each 
adjective  modifies  the  same  noun  directly. 

Example:  She  is  a well-groomed,  efficient- 

appearing person. 

If,  however,  the  first  adjective  modifies  the  entire 
word  group  that  follows  it,  no  comma  is  used. 

Example:  She  is  an  efficient  private  secretary. 

c.  No  comma  is  used  before  the  ampersand  (&)  used  in 
firm  and  company  names. 

Example:  He  is  a member  of  Jones,  Allen  & 

Baker,  Inc.,  a very  reputable  law 
firm. 
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5.  Before  a direct  quotation  that  consists  of  a short 
sentence • 


Example : 


Thomas  said,  ’’Experience  is  the  best 
teacher, ” 


a.  The  identifying  clause  sometimes  stands  at  the  end 
of  the  quotation. 

Example:  ’’Work  thoughtfully,  accurately,  and 

methodically,”  the  speaker  said. 

b.  If  the  quotation  is  broken  into  parts,  a comma  must 
be  used  at  the  end  of  the  first  part  of  the  quotation 
and  another  before  the  second  part. 

Example:  ’’Clear  the  desk,  men,”  said  Louis, 

”so  we  may  be  able  to  proceed  with 
the  work." 

c.  An  indirect  quotation  is  not  put  in  quotation  marks 
and  is  not  preceded  by  a comma. 

Example:  In  your  letter  you  stated  that  the 

merchandise  is  to  be  ready  for 
shipment  by  Monday. 


6.  To  separate  two  coordinate  clauses  of  a compound  sentence 
connected  by  a conjunction. 

Example:  The  committee  has  not  yet  studied  the 

report  carefully,  but  it  will  attempt 
to  analyze  the  problem  under  dis- 
cussion. 


a.  No  comma  is  needed  to  separate  coordinate  clauses 
of  a compound  sentence  that  are  very  short  and 
are  joined  by  and. 

Example:  He  introduced  the  speaker  and  the 

crowd  cheered. 


b 


A comma  is  preferred,  however,  before  but  when  that 
conjunction  is  used  to  connect  either  long  or  short 
coordinate  clauses. 


Example:  We  arrived  too  late  to  hear  the 

speaker,  but  we  did  hear  all  of 
the  discussion. 
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c.  In  all  ordinary  cases  the  comma  is  omitted  before 
the  conjunction  which  connects  the  members  of  a com- 
pound predicate. 

Example:  The  committee  should  make  a thorough 

analysis  of  the  report  and  submit  its 
findings  at  the  next  meeting. 

d.  Special  attention  must  be  paid  to  clauses  that  are 
introduced  by  the  conjunction  for.  Type  a comma 
before  for. 

Example:  He  had  to  accept  the  nomination,  for 

he  had  committed  himself. 

e.  Always  type  a comma  between  clauses  that  make  up  an 
antithetical  sentence. 

Example:  The  harder  you  work,  the  greater  the 

reward. 

7.  To  set  off  nonrestrictive  relative  clauses. 

Examples:  Nine  boys  received  the  awards,  some  of 

whom,  in  my  opinion,  did  not  deserve 
them. 

Several  bids  were  submitted,  all  of 
which  were  rejected. 

Robert  Stockwell,  who  is  an  outstand- 
ing artist,  designed  the  magazine 
cover. 

8.  To  set  off  a nonrestrictive  verbal  phrase. 

Examples:  The  judge,  having  analyzed  the  evidence 

in  detail,  asked  for  a verdict  of  "Guilty 
with  recommendation  for  leniency." 

Mary,  by  doing  her  work  in  the  evening, 
is  able  to  enjoy  her  weekends. 

a.  Any  phrase  beginning  a sentence  and  introduced  by  a 
preposition  should  be  followed  by  a comma  (1)  if  it 
is  quite  lengthy,  or  (2)  if  it  contains  any  verbal 
form. 
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Examples:  By  installing  an  automatic  mailing  machine, 

mail  clerks  save  considerable  time  in  pre- 
paring outgoing  mail. 

In  the  opinion  of  qualified  experts  of 
known  repute  working  on  the  Policy 
Committee,  such  a policy  would  result 
in  chaos. 

b.  Absolute  phrases  (ones  that  consist  of  a noun  and  a 
participle  used  loosely  to  modify  the  predicate  of 
a sentence)  should  be  set  off  by  commas. 

Example:  The  fire  having  been  extinguished, 

business  proceeded  as  usual. 

9.  To  set  off  an  adverbial  clause  which  had  been  transposed 
to  the  beginning  of  a sentence. 

Example:  Unless  we  pay  his  expenses,  he  will  not 

come  here  from  Chicago. 

10.  To  separate  a question  added  to  a statement. 

Example:  This  solution  is  possible,  is  it  not? 

11.  To  separate  a succession  of  proper  names. 

Example:  To  John,  Astor,  his  dog,  was  his  ’’eyes." 

12.  After  the  complimentary  close  of  a letter  except  when 
open  punctuation  is  used. 

Examples:  Very  truly  yours. 

Sincerely  yours, 

13.  To  separate  inverted  proper  names. 

Examples:  Roberts,  John  M. 

Smith,  R.  John 
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14.  To  separate  from  the  rest  of  the  sentence  a nonrestrictive 
adverbial  clause. 

Examples?  Be  patient,  however  long  you  may  have 
to  wait. 

Be  willing,  whatever  the  circumstances. 

15.  To  set  off  words,  phrases,  or  clauses  that  are  used 
parenthetically  or  individually. 

The  following  words  and  phrases  are  generally  used 
parenthetically: 


as  a matter  of  fact 

finally 

instead 

in  the  first  place 

then 

accordingly 

on  the  other  hand 

therefore 

in  fact 

as  it  were 

furthermore 

however 

on  the  contrary 

well 

consequently 

as  it  happens 

no 

for  example 

in  an  order 

yes 

too 

so  to  speak 

hence 

indeed 

by  the  way 

moreover 

of  course 

to  be  sure 

Examples:  Finally,  put  the  orders  on  the  top,  as 

they  are  to  be  given  first  priority. 

We  ask  you,  therefore,  to  send  t hem 
immediately. 

On  the  contrary,  I am  very  much 
pleased. 

16.  To  separate  two  words  or  figures  that  might  otherwise  be 
misunderstood. 

Examples:  Whoever  it  is,  is  early. 

Whatever  happens,  happens  for  the  best. 

The  work  that  he  does,  does  him  good. 

If  you  must  drive,  drive  carefully. 

Instead  of  thirty,  fifty  came. 

Rather  than  thousands,  millions  must  be 
saved. 
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17.  To  set  off  contrasting  expressions. 

Examples:  The  red  book,  not  the  green  one,  is 

the  one  Mr.  Brown  wants. 

He  said  "stencil,”  not  "pencil." 

Portland,  Oregon,  not  Portland,  Maine, 
is  where  Jane  lives. 

18.  To  indicate  the  omission  of  important  words  that  a re 
clearly  implied  in  the  sentence. 

Examples:  That  is  a textbook;  the  other,  a grade 

book. 

One  of  the  men  is  competent;  the  other, 
not  • 

He  is  a scholar;  the  other,  an  artist. 

19.  To  separate  thousands,  millions,  etc.,  in  numbers  of 
four  or  more  digits. 

Examples:  8,632 

36,827 
1,465,203 

NOTE:  Omit  the  comma  when  writing  serial  numbers,  tele- 

phone numbers,  street  numbers,  page  numbers,  para- 
graph numbers,  and  dates. 

Examples:  X-6793845 

Lincoln  6-3527 
8602  St.  James  Avenue 
May  24,  19xx 

20.  To  separate  the  title  and  the  name  of  organization  in  the 
absence  of  the  words  of.  or  of  the. 

Examples:  Chief,  Accounting  Division 

editor,  Daily  News  Herald 

21.  After  postal-delivery  zone  numbers. 

Examples:  St.  Louis  5,  Missouri 

San  Francisco  10,  California 
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Dash 


Use  the  dash: 

1.  In  setting  off  long  appositive  expressions  or  when  those 
expressions  contain  commas. 

Example:  These  tools  of  the  secret ary- -punctuation, 

spelling,  English  usage — are  ”mustr,” 

2.  To  precede  a clause  that  summarizes  a preceding  enumeration. 

Example:  Radio,  magazines,  newspapers — these  are 

the  advertising  media  to  be  used. 

3.  To  indicate  a sudden  or  abrupt  change  in  the  thought  or 
in  the  grammatical  structure  of  a sentence. 

Example:  He  waged  a successful  campaign — with 

what  results? 

4.  Before  the  name  of  a person  or  an  authority  from  whom 
material  is  quoted. 

Example:  . . .of  the  people,  by  the  people,  for 

the  people,  shall  not  perish  from  the  earth.” 

— Abraham  Lincoln 

5.  To  set  off  a clause  that  is  an  independent  interpo- 
lation. 

Example:  A capable  secretary — believe  it  or  not— 

is  an  important  ” spoke”  in  the  "wheel” 
of  industry. 

6.  To  represent  faltering  speech,  hesitancy,  or  stammering. 

Example:  It — er — was  most — er--unavoidable. 

7.  To  denote  the  omission  of,  or  parts  of,  profane,  or 
otherwise  undesirable  expressions. 

Example:  The  Congressman  c ailed  the  bill  a ”d d” 

disgrace . 
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8.  To  indicate  the  omission  of  to  in  page,  date,  or  biblical 
references • 

Examples:  pp.  107-115 

1892-1947 
Paul  5:1-5 

Note:  When  from  precedes  the  first  word  or  number,  use 

to  instead  of  the  dash. 

Example:  from  July  1 to  September  6 

9.  With  a preceding  interrogation  (question)  mark,  in  lieu  of 
a colon. 

Example:  "How  then  can  you  explain  this? — 'Entertain- 

ment, f 25. 


/ 
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Exclamation  Point 


Use  the  exclamation  point  at  the  end  of  exclamatory  words, 
phrases,  and  sentences  that  express  surprise  or  strong  emotion. 

Examples:  Hurray!  He  has  won! 

He  has  arrived  at  last ! 

Help  ! 

Oh!  what  a horrible  sight. 

"Why!"  exclaimed  the  lawyer.  "Such  reasoning 
is  outrageous." 

Mary*s  screams  "Help!  Help!"  were  lost  in  the 
wind. 
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Hyphen 


Use  the  hyphen  in  the  following  Instances: 

1.  To  indicate  the  division  of  words  at  the  ends  of  lines. 

Note:  See  OFFICE  MANUAL,  Section  8,  Suggestions  for 

Word  Division. 

1 

2.  In  a compound  adjective  that  directly  precedes  the  noun 
it  modifies. 

Examples:  Up-to-date  and  well-equipped  offices 

in  first-class  condition  are  necessary. 

A well-educated,  well-trained  employee 
is  a valuable  asset  in  any  present-day 
concern. 

Note:  If  two  or  more  words  constituting  a unit  modifier  are 

enclosed  in  quotation  marks,  the  hyphen  is  omitted. 

Examples:  "blue  sky"  law 

"braintrust"  idea 
"good  neighbor"  policy 

3.  If  the  compound  adjective  completes  the  meaning  of 
sentence,  in  which  the  predicate  is  a form  of  the  verb 
to  be  (is,  are,  was,  were). 

Examples:  Efficiency  and  economy  result  from 

offices  that  are  up-to-date  and  well- 
equipped. 

The  rate  is  first-class. 

The  quality  of  the  merchandise  is  high- 
grade  . 

Advertising,  to  be  effective,  must  be 
up-to-the-minute . 

The  suit  was  made-to-order. 

4.  For  numerical  adjectives  written  in  word3,  for  fractions 
used  as  nouns,  for  all  numbers  between  twenty-one  and  ninety- 
nine  made  up  of  two  words,  and  when  joining  a numeral  to  such 
words  as  inch,  foot . mile,  story. 
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Examples : 


sixty-fifth  anniversary 
a sixty-foot  frontage 
twenty-five  hundredths 
twenty  one -hundredths 


one-half 
three-eights 
a fifty-yard  dash 
fifteen-inch  ruler 


5.  With  the  prefixes  ex  and  self , the  adjective  elect,  and  to 
join  a prefix  to  a proper  name.  It  is  not  used  with  short 
prefixes  (cjo,  de,  pre,  re,  trans ) except  when  necessary  to 
prevent  misinterpretation  or  mispronunciation. 


Examples:  a self-made  person 

self-sacrifice 
self-denial 
self-complacent 
re-sign  (sign  again) 
re-cover  (cover  again) 


re-enter 
ex- treasurer 
President-elect 
pro -English 
co-op  (cooperative) 
bell-like  shape 


6. 


7. 


8. 


9. 


For  compound  adjectives  using  well  as  the  first  member. 

Examples:  well-recognized  person  well-balanced  diet 

In  such  compound  words  as: 


brother-in-law 
father-in-law 
sisters -in-1 aw 


editor-in-chief 
courts -martial 
Vice-President 


In  compounds  containing  an  adverb  as  its  last  element. 

Examples:  follow-up  trade-in 

passer-by 

For  compound  color  terms  used  as  single  modifiers. 

Examples:  light-blue  paint  reddish-brown  color 

Miscellaneous  Illustrations 


never-to-be-forgotten  experience 
long-  and  short-term  obligations 
not-too-distant  future 
hit-or-miss  methods 
round-trip  ticket 
weather-resisting  material 
out-of-the-way  place 
air-cooled  motor 
person-to-person  telephone  call 
bird’s-eye  view 
give-and-take  proposition 
X-ray  equipment 


income-producing  property 
law-abiding  citizens 
factory -made  merchandise 
made-to-order  clothes 
ever-increasing  demand 
French-speaking  nation 
a 25-page  report 
a full-page  advertisement 
devil-may-care  attitude 
two-,  three-,  or  four-ply 
construction 
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Interrogation  (Question)  Mark 


Use  the  interrogation  or  question  mark  in  the  following  in- 
stances : 

1.  As  the  end  punctuation  mark  of  direct  quotations. 

Examples:  What  time  does  the  train  leave? 

Did  Mary  exclaim,  "What  a play!"? 

The  right  to  ask  the  question.  Who 
started  the  argument?  is  unquestioned. 

In  the  book.  What  Pri  ce  Glory?  who  are 
the  main  characters? 

a.  Sentences  which  begin  with  such  expressions  as  may  we, 
will  you,  will  you  please,  often  express  polite  re- 
quests. In  such  cases,  they  become  imperative  sen- 
tences and  require  the  period  as  the  end  punctuation* 

Examples:  Will  you  please  send  your  remittance 

promptly* 

May  we  hear  from  you  soon* 

b.  A question  enclosed  in  parentheses  must  have  the  ques- 
tion mark  at  the  end. 

Example:  Mr.  Jones,  the  advertising  manager, 

(do  you  know  him?)  will  call  at  four 
o^lock. 

c.  A quoted  interrogative  sentence  must  have  a question 
mark  as  its  end  punctuation. 

Examples:  "Where  were  you?"  asked  Mary* 

The  answer  to  the  question  "What  is 
the  distance  from  Los  Angeles  to  New 
York  City?"  is  found  in  the  World 
Almanac • 

d.  A sentence  which  is  declarative  in  form  but  intended 
as  a question  requires  a question  mark  as  the  proper 
end  punctuation. 


Example:  You  heard  her  come  in? 
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2.  At  the  end  of  each  individual  item  in  a series  of  questions 
if  they  end  the  sentence  with  no  conjunction  between  the 
last  two. 

Examples:  What  is  the  capital  of  California? 

Oregon?  Washington? 

Was  the  date  1492,  1776,  or  1918? 

3.  To  express  doubt  in  the  writer*s  mind  about  the  accuracy  of 
the  statement. 

Example:  He  lives  at  25  (?)  St.  Paul  Street. 


/ 


•an 
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Parentheses 


Use  the  parentheses  in  the  following  instances: 

1.  To  set  off  disconnected  expressions  that  are  thrown  into  a 
sentence . 

a.  A declarative  or  an  imperative  sentence  .that  is  enclosed 
in  parentheses  and  is  part  of  another  sentence  begins 
with  a small  letter  and  employs  no  end  punctuation.  If, 
however,  it  is  an  interrogative  or  an  exclamatory  sen- 
tence, the  proper  end  punctuation  mark  is  used. 

Examples:  Her  remark  (believe  it  or  not)  reveals 

good  logic. 

His  question  (will  you  go?)  lacks 
firmness. 

Her  request  (do  it  at  once)  was  plainly 
heard  by  all. 

The  outbursts  (thief I thief J)  brought 
strong  protests  from  the  defense. 

Note:  When  parentheses  appear  within  the  body  of  a sentence, 

whatever  other  punctuation  is  necessary  should  be 
placed  outside  the  closing  parentheses. 

Examples:  If  it  were  within  a reasonable  time 

(say,  five  days),  the  experiment 
could  be  completed. 

She  sent  a prompt,  though  clever 
(and  somewhat  impersonal),  message. 

2.  In  legal  work  and  formal  letters  to  enclose  numbers  ex- 
pressed in  figures. 

Examples : ...  for  the  sum  of  Three  Hundred  Sixty- 

five  Dollars  and  Eighty-five  cents  ($365.85) 

...  the  sum  of  Two  Hundred  Dollars  ($200). 
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3*  To  enclose  bibliographical  references. 

Example:  Use  open  punctuation  for  all  work  (See 

"Modern  Punctuation  Practices,"  Manual 
for  Secretaries) . 

4.  To  enclose  dates  indicating  a period  of  time. 

Example:  George  Washington  (1732-1799) 

5.  To  set  off  explanatory  remarks  thrown  into  the  sentence. 

Examples:  Aid  (would  you  believe  it  I)  came  from  all 

creeds,  classes,  and  races. 

General  T.  W.  (’’Bill" ) Smithes  self- 
confidence  is  one  of  the  greatest  sources 
of  his  power. 

6.  To  enclose  figures  or  letters  used  in  an  outline. 

Note:  See  OFFICE  MANUAL,  S4-35,  OUTLINE. 

7.  To  enclose  letters  or  numbers  designating  items  in  a series. 

Example:  Letters  must  be  (1)  complete,  (2)  correct, 

(3)  clear,  (4)  courteous,  and  (5)  concise. 
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Period 


Use  the  period  in  the  following  instances: 

1.  At  the  end  of  declarative  and  imperative  sentences. 

Examples:  Your  appointment  is  for  three  o*clock. 

Bring  the  book  here. 


CAUTIONS: 

a,  A sentence  never  has  two  end  punctuation  marks  if  one 
is  a period. 

Examples:  You  will  need  pens,  pencils,  a ruler, 

an  eraser,  etc, 

John  asked,  "Why  did  you  come  late?" 
Did  Mary  shout,  "What  a play l"? 

b.  If  a sentence  ends  with  an  expression  enclosed  in 
parentheses,  the  period  is  typed  after  the  second 
parenthesis  mark. 

Example:  The  tabulation  reveals  certain  dis- 

crepancies (see  Appendix  A), 

c.  If  the  last  word  in  the  parentheses  is  an  abbreviation, 
a period  must  follow  that  abbreviation  and  also  after 

the  second  parenthesis  mark. 

Example:  We  have  adopted  shorter  office  hours 

(9:30  a.m.  to  3:30  p,m, ). 

d,  A declarative  or  imperative  sentence  put  within 
parentheses  is  never  followed  by  a period. 

Example:  See  OFFICE  MANUAL,  S4-31,  Rule  la. 

2.  To  represent  the  decimal  point. 

Examples:  $18,25 

2.87  per  cent 
6.75  feet 
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3.  After  every  abbreviation  and  after  every  initial  representing 
a proper  name. 

Examples:  lb. 

etc. 

Ibid. 

vol. 

viz. 

B.  J.  Holmes 
L.  C.  Smith 
Morris  A.  Clark 

4.  As  ellipses,  to  indicate  an  omission  at  the  beginning, 
within,  or  at  the  end  of  a sentence. 

Examples:  ...  tactics  are  evidence  . . . beyond 

the  shadow  of  a doubt  . ♦ . 


5.  Miscellaneous: 

a.  A period  may  be  used  after  numbers  and  letters  indicat- 
ing part  of  an  outline,  unless  such  symbols  are  en- 
closed in  parentheses. 

NOTE:  See  following  page,  OUTLINE  FORM. 

b.  There  should  be  no  period  after  the  titles  of  business 
reports,  chapters  of  a book,  or  section  headings* 

c.  There  should  be  no  period  after  Roman  numerals  used 
with  names  or  after  such  contractions  as  first, 
second,  third,  fifteenth,  twentieth. 

Examples:  George  V 

43d  Street 

Mr.  Robert  Lane,  the  2d,  is  ready  to 
see  you. 

It  arrived  safe  and  sound  on  the  15th 
of  January. 
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OUTLINE  FORM 


I.  First  principal  topic. 

A.  First  subtopic  under  I 

B.  Second  subtopic  under  I--- — 

1.  First  subtopic  under  B — 

2.  Second  subtopic  under  B — — 

3.  Third  subtopic  under  B- 

"■■*•*•••"**•**"■*  • 

a.  First  subtopic  under  3. 

b.  Second  subtopic  under  3. 

c.  Third  subtopic  under  3. 

(1)  First  subtopic  under  c 

(2)  Second  subtopic  under  c 

( a)  First  subtopic  under  (2) — 

(b)  Second  subtopic  under  (2)- • 

(c)  Third  subtopic  under  (2)-- 

II.  Second  principal  topic. 

III.  Third  principal  topic. 

Notes:  If  any  of  the  subtcpic  lines  have  overruns  (which  is  gener- 

ally the  case),  then  each  subtopic  should  be  separated 
from  following  subtopics  by  a double  space.  Notice  1,  2, 

3,  under  B. 

If  the  subtopics  consist  of  single  words  or  lines,  then 
single  spacing  may  be  used.  Notice  £,  b,  £,  under 
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Quotation  Marks 


Use  the  quotation  marks  in  the  following  instances: 

1.  To  enclose  the  direct  quotations  of  a speaker  or  a writer, 
or  any  quoted  material. 

Examples:  "Sales,"  writes  Mr.  Holmes,  "decreased 

ten  per  cent  in  the  last  month." 

Mr.  Holmes  writes,  "Sales  decreased  ten 
per  cent  in  the  last  month." 

“Sales  decreased  ten  per  cent  in  the  last 
month,"  writes  Mr.  Holmes. 

He  asked,  "Will  there  be  any  more  such 
e xpe  nd i ture  s ? " 

Note:  Quotations  within  quotations  are  enclosed  in  single 

quotation  marks. 

Examples:  "Do  not  use  such  hackneyed  expres- 

sions as  * Yours  of  the  1st1;  they 
’date*  the  writer,"  cautioned  the 
speaker. 

"In  walker* s letter,"  read  Mr. 
Holmes,  "he  asked  the  following: 
•Will  the  Income  be  sufficient  to 
meet  the  expenditures  within  sixty 
days?*" 

2.  At  the  beginning  of  each  paragraph  of  quoted  material  and 
at  the  close  of  the  last  paragraph. 

Example:  "High-pressure  tactics  attempt  to 

dominate  another  personfs  will.  This,  of 
course,  is  very  bad  •personal  salesmanship,* 
for,  although  it  occasionally  brings  about 
the  desired  results,  it  always  arouses  re- 
sentment. 

"High-pressure  policies  do  not  pay  and 
do  not  bring  satisfactory  results.  They 
should  be  used  only  as  an  absolutely  last 
resort  when  every  other  resource  has  been 
exhausted,  and  you  are  absolutely  sure  that 
you  are  right  in  trying  to  induce  the  other 
person  to  your  will." 
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3.  To  enclose  slang  expressions. 

Example:  He  called  the  bill  a "dirty"  piece  of 

legislature. 

4.  To  enclose  unusual  or  technical  words. 

Example:  The  sales  of  "Myte-Good"  cereal  are  in- 

creasing. 

5.  To  enclose  the  titles  of  articles,  books,  magazines,  papers, 
lectures,  short  poems,  and  subdivisions  of  publications. 

Examples:  Use  "The  Employee’s  Manual"  as  your 

authority. 

Read  the  magazine,  "The  Weekly  Newsgist," 
regularly. 

6.  To  enclose  single-word  quotations. 

Example:  He  merely  nodded,  said,  "Maybe,"  and  -turned 

away. 

7.  To  enclose  fragmentary  quotations. 

Examples:  His  philosophy  of  "man’s  inner  self"  is 

noteworthy. 

Persuasion  may  be  defined  "as  the  act  of 
inducing  someone  to  think,  desire,  or  act 
in  accordance  with  one’s  wishes." 

8.  For  appositive  expressions  that  are  referred  to  simply  as 
words  or  phrases. 

Example:  Sometimes  the  phrase  "up  to  date"  requires 

the  use  of  the  hyphen;  at  other  times,  not. 

NOTE:  In  using  marks  of  punctuation  with  quotation  marks, 

(1)  The  period  and  the  comma  are  always  placed 
within  the  quotation  marks. 

Example:  "I’ll  not  sign  the  contract," 

he  said.  "It’s  not  legal." 
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(2)  The  colon  and  semicolon  are  always  placed 
outside  the  quotation  marks. 

Example:  He  called  his  house  an  "old 

shack";  he  was  not  far  from 
wrong. 

(3)  The  dash,  the  question  mark,  and  the  exclaraa 
tion  point  are  placed  within  the  quotation 
marks  when  they  apply  to  the  quoted  matter 
only;  outside  when  they  refer  to  the  whole 
sentence . 

Examples:  What  is  the  meaning  of  the 

term  "our  foreign  policy"? 

Mary  exclaimed,  "What  a 
play l" 

Destroy  this  "plague "X 
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Semicolon 


Use  the  semicolon  in  the  following  instances: 

1.  Between  two  coordinate  clauses  when  the  conjunction  is  omit- 
ted between  the  clauses* 


Examples:  Some  people  are  generous  all  the  time; 

others  are  generous  occasionally* 


a.  If  the  members  of  a compound  sentence  are  very  short 
and  closely  related,  a comma  may  be  used* 

Example:  I came,  I saw,  I conquered* 


2.  Between  two  coordinate  clauses  where  the  second  clause  be- 
gins with  a conjunctive  adverb. 


Examples  of  conjunctive  adverbs: 


however  hence 

moreover  also 

therefore  still 

otherwise  then 

consequently  namely 

besides 


notwithstanding 

nevertheless 

accordingly 

furthermore 

likewise 


Example:  We  shall  stay  until  they  are  found; 

however,  that  may  take  a few  days. 


Tell  me  what  you  need;  then  I shall 
order  it. 


a.  If  the  first  word  of  the  second  clause  is  used  inde- 
pendently, it  is  followed  by  a comma. 

Example:  One  man’s  word  is  as  good  as  another’s; 

therefore  we  should  listen  to  both. 

3.  To  precede  expressions  that  begin  with  namely,  in  fact. 
for  example,  for  instance,  that  i s , and  similar  expres- 
sions . 


Note:  The  abbreviation  i .e . is  sometimes  used  for  that  is; 

e .g.  for  for  example:  and  viz,  for  namely. 


Examples:  Your  marks  should  all  be  good;  for 

example,  all  above  85. 
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All  the  marks  were  good;  e.g.,  85, 

95,  96,  and  92* 

Our  service  is  reliable;  in  fact, 
we  haven ft  had  a complaint  in  the 
past  year, 

a.  When  the  element  is  used  parenthetically,  a comma 
should  be  substituted  for  the  semicolon. 

Example:  A good  production  program,  for  example, 

today *s  steel  industry,  provides  ample 
opportunity  for  employment. 

4.  To  separate  the  clause  of  a compound  sentence  when  either  or 
both  of  the  clauses  are  internally  punctuated  with  commas. 

Example:  If  the  arrangements  are  satisfactory,  no 

other  action  will  be  necessary;  but  if  you 
cannot  come  to  any  decision,  wire  us  at  once, 

NOTE:  When  a sentence  consists  of  three  or  more  coordinate 

clauses,  a semicolon  may  be  used  at  the  end  of  each 
clause  except  the  last  one  even  though  the  last 
clause  begins  with  the  conjunction  and. 

Examples:  The  secretary  typed  the  reports;  the 

president  approved  them;  and  the 
clerk  filed  them. 

We  have  written  to  our  client;  terms 
have  been  discussed;  a few  minor 
changes  noted;  and  an  early  agree- 
ment was  assured. 

5.  To  separate  the  members  of  a coordinate  series  when  those 
members  themselves  contain  commas. 

Examples : Those  present  at  the  dinner  were  John 

Alexander,  Vice-President  of  Jordan  & 
Company;  Richard  A.  Brookfield,  Vice- 
President  of  Brookfield  Laboratories, 

Inc.;  Harlow  M.  Chandler,  President  of 
Chandler's,  Inc.;  and  Betty  Olson, 
secretary  to  Mr.  Chandler. 

Miss  Jones,  Advertising  Department;  Miss 
Smith,  Mailing  Department;  and  Miss  Ross, 
Piling  Department,  will  leave  for  Wash- 
ington on  important  business  today. 
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He  was  fully  aware  of  the  responsibility 
in  assuming  the  ^residency;  of  the  expendi- 
tures for  supplies,  equipment,  and  services; 
of  the  time  that  would  have  to  be  devoted 
to  careful  planning;  and  of  the  uncertainty 
of  the  outcome. 


Equality 


Addition 


Subtraction 


Division 


Multiplication 


Degree 


Minutes 


Seconds 


Feet 


Inches 
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Section  5 


TYPING  SPECIAL  SYMBOLS 


Strike  the  hyphen,  backspace,  depress 
the  3hift  key  very  slightly,  and  type 
a second  hyphen.  A space  precedes 
and  follows  the  sign. 

Strike  a diagonal  over  a hyphen  with 
a space  before  and  after  the  sign. 

18  / 20  • 38 

Strike  a hyphen  with  a space  before 
and  af ter  t he  sign. 


50  - 25  = 25 


Strike  a colon  over  a hyphen  with  a 
space  before  and  after  the  sign. 

100  ♦ 10  « 10 

Strike  a small  "x"  with  a space  before 
and  after  the  sign. 

6 x 30  : 180 

Using  the  variable  line  spacer,  turn 
the  platen  back  slightly,  and  strike 
small  "o". 

East  Longitude,  45° 

Strike  the  apostrophe. 

North  Latitude,  45°  30 » 

Strike  the  quotation  marks. 

West  Longitude,  45°  30’  15" 

Strike  the  apostrophe. 

6» 

Strike  the  quotation  marks. 


6’  10" 
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"By" 

X 

This  sign  is  used  in  writing  specifi- 
cations* Strike  the  small  ”x”  with  a 
space  before  and  after  the  sign. 

15 » 10”  x 6»  8 1/2" 

Ditto 

n 

Strike  the  quotation  marks. 

Single 

Quotation 

t 

Strike  the  apostrophe. 

Chemical 

Terms 

H2S04 

Strike  the  capitals,  leaving  spaces 
for  the  figures.  Backspace  to  the 
spaces;  turn  platen  up  slightly, 
and  type  the  figures. 

Exponents 

(a  x b)n 

Same  principle  for  typing  Degree. 

Dash 

— 

Type  the  hyphen  twice,  with  no  space 
before,  after,  or  between  the  hyphens. 

Exclamation 

1 

Strike  the  apostrophe,  backspace, 
strike  the  period. 

Caret 

J 

This  sign  is  used  to  indicate  an 
omission,  and  may  be  used  only  when 
the  material  is  double  spaced. 

No.  896 

The  invoice/is  past  due. 

In  care  of 

c/o 

Strike  the  small  ”cn,  the  diagonal, 
then  the  small  ”o”. 

Brackets 

CJ 

Left:  Strike  the  underscore;  backspace 

once  and  strike  the  diagonal; 
move  the  platen  down  one  space 
and  strike  a second  underscore. 

Backspace  once  before  typing 
the  first  letter  or  character 
within  the  bracket. 

Right:  Backspace  once;  strike  the 

underscore;  strike  the  diagonal; 
backspace  and  move  the  platen 
once;  and  strike  a second  under- 
score. 
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Box  L 7 Strike  diagonal;  backspace  once; 

strike  underscore  twice;  strike 
diagonal;  backspace  twice;  turn 
platen  back  once;  strike  under- 
score twice. 
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Section  6 


SPACING  RULES 


1,  After  a period  (.),  exclamation  mark  ( !),  or  interrogation 
point  (?)  at  the  end  of  a sentence,  strike  the  space  bar 
twice • 


2.  After  a period  (.)  following  an  abbreviation  or  initial, 

strike  the  space  bar  once,  except  that  an  abbreviation  con- 
sisting of  small  letters  is  written  solid.  If  capitals  are 
used,  strike  the  space  bar  once  after  each  period. 


Examples : 


a.m. 

р. m. 

f ,o.b. 

с , o  »d , 


G.  H.  Brown 

A.  M. 

P.  M. 

C . 0 , D , 

F.  0.  B. 


3.  After  a colon  (:),  strike  the  space  bar  twice. 

4.  After  a semicolon  (;)  or  comma  (,),  strike  the  space  bar 
once  • 


5;  Commas  and  periods  are  always  typed  inside  the  closing 
quotation  marks. 


Example:  The  sentence  from  the  article,  "The  Business 

Letter,"  reads:  "In  writing  figures,  the 

period  (.)  is  used  for  the  decimal  and  is  not 
separated  from  the  figures  by  a space." 

6.  When  two  or  more  punctuation  marks  occur  consecutively, 
there  is  no  space  between  them. 


Examples:  He  repeated,  "I  heard  the  accusation, 

*You  "juggled"  the  books!"* 

Did  you  hear  someone  cry,  "Help!  Help!"? 

7.  Colons  and  semicolons  are  placed  outside  quotation  marks. 

Examples:  we  read  and  hear  much  about  "Democracy"; 

but  frequently  lose  sight  of  its  meaning. 

This,  then,  is  the  meaning  of  "Democracy": 
"Life,  liberty,  and  the  pursuit  of  happiness. 
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8,  Quotation  marks  are  typed  outside  the  interrogation  point 
(?)  and  exclamation  point  (J),  if  the  mark  belongs  to  the 
quoted  matter  only;  otherwise,  inside. 

Examples:  The  accountant  asked,  "Have  you  checked 

these  invoices?" 

Why  do  you  ask,  "Do  you  agree  with  those 
who  say  the  chapter,  fThe  economic  Cycle,1 
is  unsound"? 

9.  There  is  no  space  before  or  after  the  hyphen  (-)  or  the 
dash  ( — ). 

Example:  The  symbol  (■*) — the  asterisk--is  used  to 

indicate  a footnote* 

The  hyphen  is  used  with  compound  adjectives. 

Examples:  two-day  holiday 

thirty-foot  front 
60-day  note 

10.  A space  precedes  the  left  parenthesis,  but  no  space  follows 
it;  a space  does  not  precede  the  right  parenthesis,  but* a 
space  follows  it.  The  same  is  true  for  brackets,  <r_r>* 

11.  Do  not  space  between  the  figure  and  the  symbols  £,  |>, 

Examples:  #809  6%  98/  $5.97 

The  $-sign  does  not  have  to  be  typed  on  invoices  and  state- 
ments. 

12.  The  diagonal  (/)  is  used  for  fractions  not  on  the  key- 
board. However,  inasmuch  as  and  M-fc"  do  not  type 
clearly  on  carbon  copies,  and  for  the  sake  of  uniformity 
and  consistency,  the  preferred  form  is  "l/2"  and  "l/4," 
since  all  other  fractions  must  be  made  by  using  the 
diagonal. 

Examples:  1/2  7/8 

1/4  9/16 

3/4  5/6 

Space  between  a whole  number  and  its  accompanying  fraction. 

Examples:  25  1/2  io  5/6 

15  1/4  26  7/8 

18  3/4  32  9/16 
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Section  7 


Use  of  Figures 


General  Rule 


Unless  specified  otherwise  in  the  rules  below,  spell  out 
whole  numbers  (numbers  that  do  not  contain  fractions)  below 
100.  Use  figures  for  numbers  above  100. 

twenty-five  days 
thirty-six  copies 
120  students 
359  items 
- 100  copies 
1,063  applications 

Note:  when  numbers  occur  in  a series,  write  them  all  in 

figures. 

25  present,  13  absent 

50  texts,  36  notebooks,  10  pencils,  24  rulers 
60-day,  6#  note,  $427.25 


1.  AGES 

Spell  out  the  numbers  unless  given  accurately  in  years, 
months,  and  days. 

sixty-five  years 
forty-one  years 
65  years,  3 months,  6 days 
41  years,  7 months,  2 days 

2.  BALLOTING 

Write  as  figures. 

8 votes  in  favor,  2 votes  against 
82  majority 

3.  BEGINNING  OF  A SENTENCE 

Do  not  begin  a sentence  with  a figure.  If  the  number  can 
be  expressed  in  one  or  two  words,  write  it  out. 


Seventy-five  orders  were 


• # 
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If  the  number  at  the  beginning  of  the  sentence  cannot  be 
expressed  In  one  or  two  words,  rearrange  the  sentence  and 
express  the  number  in  figures. 

This  office  received  286,  • , 

4.  CHAPTERS.  PAGES,  SECTIONS 
Refer  to  Rule  20. 

5.  CONSECUTIVE  FIGURES 


When  two  related  figures  are  placed  next  to  each  other, 
spell  out  the  first  figure, 

twelve  15-inch  rulers.  • • 

If  the  first  figure  is  so  large  as  to  be  "clumsy,"  spell 
out  the  second  one  and  put  the  first  in  figures. 

75  three-cent  stamps 

When  two  unrelated  figures  appear  together,  they  should 
be  separated  by  a comma. 

In  1947,  587  registrations.  • • 

6.  CHEMICAL  TERMS 

Write  in  figures. 


write  out  the  figures. 

September  Twenty-sixth,  Nineteen  Hundred  . . . 

Date  Line  Spell  out  the  name  of  the  month  in 

FULL:  the  date  and  year  in  figures. 


h2o 


7.  DATES 

Formal 

and/or 

Legal 

writing 

Business 

Letters 


September  30,  19xx 


Body  Same  as  in  Date  Line.  When  embodied 

in  a sentence,  the  year  date  should 
be  followed  by  a comma. 

September  26,  19xx 

Note  Avoid  the  termination  -d,  th,  st, 

etc.,  except  when  the  elate  precedes 
the  name  of  the  month,  or  is  used 
without  the  name  of  the  month. 

24th  of  June 

3d  of  February 

21st  of  July 

the  24th  (meaning  the  current 
month) 


DECIMALS  AND  PER  CENTS 


Use  figures.  A decimal  fraction  should  be  written  with 
one  cipher  to  the  left  of  the  decimal  point. 

6%  Bond  20%  of  the  population 

0.6  of  1%  6%  interest 

0.75  inch  difference  2%  cash,  net  30  days 

5%,  10%,  and  20%  discount 

DEGREE.  MINUTES,  SECONDS 

Express  in  figures. 

West  Longitude  45°  30*  15" 
an  angle  of  57° 

20°  below  zero 

DIMENSIONS  AND  DISTANCES 


Express  in  figures  unless  the  unit  is  one  and  is  not  used 
with  other  figures. 

6 inches  by  3 inches,  or  6"  x 3" 

8 feet  5 inches  by  7 feet  9 inches,  or  8' 5"  x 7* 9" 

17  feet  10  inches  by  6 feet  1 inch,  or  17* 10"  x 6*1” 
one  foot 
one  mile 
one  inch 
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11.  FRACTIONS  AND  MIXED  NUMBERS 

ALWAYS  spell  out  fractions  standing  alone. 

three-fourths  of  a mile 
one -fourth  of  a pound 

The  diagonal  (/)  is  used  for  fractions  on  the  typewriter. 
One-half  may  be  written  1/2  or  However,  inasmuch  as 
the  £ and  do  not  type  clearly  on  carbon  copies,  and  for 
the  sake  of  uniformity,  the  preferred  form  is  l/2,  1/4, 
3/4,  since  all  other  fractions  must  be  made  by  using  the 
diagonal,  as  3/8,  7/8,  2/3,  etc. 

12.  MARKET  QUOTATIONS 
Use  figures. 

Bonds  at  87  l/2 

13.  MILITARY  BODIES 
Spell  out  the  numbers. 

The  Fifth  Army 

14.  MIXED  NUMBERS 
Refer  to  Rule  11. 


Always  spell  out  unless  other  amounts  are 
mentioned. 

thirty-six  cents 

If  other  amounts  are  used: 

36  cents 

Do  not  use  the  sign  except  in  market 
quotations,  billing,  invoicing,  and 
statistics. 

Do  not  use  for  amounts  less  than  one  dollar; 
write  instead. 


15.  MONEY 
Cents 


Dollar 

Sign 


seventy-four  cents 


OM 

S7-5 


Even  Do  not  use  the  ciphers  to  indicate  "no  cents," 

Hollars  unless  mixed  amounts  are  mentioned. 

$475  (Do  not  use  the  period  unless  it  is 
the  end  of  a sentence • ) 

$1 

Mixed  Use  the  dollar  sign  and  numbers  as  figures. 
Amounts 

$ 4.85 

100.25 
1,895.50 

16.  NUMBER  USED  AS  A COMPOUND 
Spell  out. 

a hundred-year  famine 
a ten-year  event 
a 25-foot  girder 
a 135-foot  span 

Notice  that  the  noun  in  these  hyphenated  compounds  is 
always  singular. 

17.  NUMBER  SYMBOL  (#) 

Figures  used  to  represent  items,  stock  numbers,  model 
numbers,  policy  numbers,  and  serial  numbers  should  be 
preceded  by  no.  when  used  in  textual  matter. 

Policy  No.  8076532 
Lot  NO.  608 
Serial  No.  603321- J 
Telephone  No.  Lincoln  6-4072 

Never  write  out  the  word  number  when  it  is  followed  by  a 
figure. 

Do  not  separate  hundreds  from  thousands  with  a comma  in 
designating  a page,  an  insurance  policy,  a room,  a tele- 
phone number,  a house,  or  a year. 

18.  PAGES 


Refer  to  Rule  20 
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19.  POLITICAL  DIVISIONS 
Spell  out  the  numbers. 

Sixth  ward 

20.  REFERENCES 

The  following  illustrations  will  show  the  references  that 
usually  carry  Roman  numerals  and  those  that  are  usually 
written  in  Arabic  figures: 


Roman 

Arabic 

Act  II,  Scene  III 

Apartment  302 

No.  4 

Appendix  II 

Article  4 

Note  3 

Book  III 

Bulletin  10 

Number  9 

Chapter  V 

chart  6 

page  17 

Division  III 

class  7 

Paragraph  2 

Grade  IV 

column  2 

Pattern  17-A 

Fart  I 

Diagram  6 

Reference  25 

Plate  XI 

Figure  1 

Rule  3 

Unit  V 

floor  3 

Schedule  13 

Volume  II 

Illustration  15 

Section  2 

License  803452 

Series  19 

line  2 

Style  15 

list  167 

Table  5 
verse  2 

Whether  these  references  are  capitalized  or  written  with 
small  letters,  they  should  be  kept  uniform.  Do  not  use 
a capital  in  one  place  and  a small  letter  in  another. 
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0 

D 

D 

) 

\ 

♦ 

) 

) 


) 

> 

) 

) 

) 

) 

) 

) 

) 

) 

't 

) 

) 

) 

) 


) 

) 


) 


In  numbering  the  pages  of  reports  or  manuscripts,  use 
Arabic  figures  except  for  the  f reface.  Introduction,  or 
Contents,  which  should  be  numbered  in  small  Roman  figures. 

i 

ii 

iii 

21.  ROUND  NUMBERS 

Spell  out  approximate  numbers  in  even  units,  like  hundreds, 
thousands,  millions,  etc. 

five  thousand  tons 
two  hundred  people 
six  million 
fifteen  hundred 

Large  amounts  may  be  expressed  by  a combination  of  figures 
and  words  if  more  than  two  words  would  be  necessary  to 
express  the  entire  amount  in  words. 

25  hundred 
135  million 

22.  SECTIONS  (Books) 

Refer  to  Rule  20. 

23.  STREETS 

Names  when  the  name  of  a street  is  a number  under  100, 
write  out  the  name,  unless  It  is  preceded  by  a 
compass  direction,  (North,  East , west.  South) 
or  the  abbreviations  in,  E,  vv,  S.  write  d,  Cnot 
nd  or  rd)  with  the  figure  or  fTgures  usecT  for  a 
street  which  ends  with  Second  or  Thi rd . 

1286  Fifth  Avenue 

' 96  Forty-third  Street 

28  106th  Street 
218  East  22d  Street 
690  N.  53d  Street 
385  VV.  9th  Street 

Numbers  Write  as  figures  the  street  numbers  of  buildings. 
Use  a dash  ( — ) to  separate  a building  number 
from  a number  used  as  a name  of  a street. 


819  Tenth  Street 

87-”-122d  Street 
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24.  TIME 

Exact  Use  figures  when  exact  time  of  day  is  given  in 
Fime  hours  and  minutes. 

4:15 

7:30 

half-past  three 
five  o'clock 
a quarter  to  six 


a .m»  Either  a period  or  a colon  may  be  used  to 

and  separate  the  figures  standing  for  hours  and 

p .m,  minutes,  but  a colon  is  preferred. 

8:35  a.m. 

3 p.m. 


o ' clock  Always  spell  out  the  figure  with  "o'clock.'’ 


seven  o'clock 


DECADES  AND  CENTURIES 

Spell  out  references  to  DECADES  and  CENTURIES. 

the  twentieth  century 
the  gay  nineties 
Spirit  of  *76 

25.  UNITS  OF  MEASURE  AND  WEIGHTS 


Express  in  figures  unless  the  unit  is  one  and  is  not  used 
with  other  figures. 


14  quarts  110  meter 

7 pecks  20/20  vision 

5 gallons  1/2- inch  pipe 

25  pounds 

one  ton 
one  pound 
one  pint 

26.  SESSIONS  OF  CONGRESS 


Spell  out  the  numbers. 

Seventy-fifth  Congress 


27 


WEIGHTS 


Refer  to  Rule  25, 

28.  LEGAL  MATTER 

Spell  numbers  in  full  and  then  repeat  them  in  figures 
enclosed  in  parentheses. 

Eighty-five  Dollars  and  Sixty-five  cents  ($85.65) 
two  and  one-half  per  cent  (2  1/2#) 


ROMAN  NUMERALS 

The  seven  letters  comprising  the  Roman  numbering  system, 
and  the  value  given  to  each,  are: 

I 1 

V 5 

X 10 

L 50 

C 100 

D 500 

M 1000 

Any  symbol  following  one  of  equal  or  greater  value  adds  to 
its  value. 

I 1 

II  2 

III  3 

V 5 

VI  6 

Any  symbol  preceding  one  of  greater  value  subtracts  from 
its  value. 

IV  4 

IX  9 

XL  40 

If  a symbol  stands  between  two  of  greater  value.  Its  value 
is  subtracted  from  the  one  that  follows,  and  the  remainder  is 
added  to  the  one  that  precedes. 

XIV  14 

LIX  59 

XXIX  29 
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Of  the  two  ways  of  writing  a number,  the  preferred  way  is 
that  in  which  the  symbol  of  larger  denomination  precedes,  LXXX 
is  preferred  to  XXC  for  80. 

In  typing,  preference  is  given  to  justifying  Roman  numerals 
on  the  right  rather  than  on  the  left. 

I. 

II. 

III. 

IV. 

V. 

Note:  See  OFFICE  MANUAL,  page  S4-35. 


0 


0 

3 
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SUGGESTIONS  FOR  WORD  DIVISION 


Words  may  be  divided  only  between  syllables  and  never  at 
the  ends  of  more  than  two  consecutive  lines  if  the  division 
can  be  avoided. 

Examples:  anx-ious 

sci-ence 
knowl-edge 
preva-lent 

particu-lar  (or  par-ticular) 

words  of  four  letters  are  never  divided. 

Examples:  many  NOT:  man-y 

omit  o-mit 

away  a -way 

One-syllable  words  are  never  divided.  The  past  tense 
added  to  a word  does  not  always  add  an  extra  syllable, 
therefore  such  words  are  not  divided  unless  the  extra 
syllable  is  pronounced. 

Examples:  shipped 

freight 
wrecked 
stamped 
filed 
fixed 

Avoid  dividing  the  names  of  persons  or  other  proper  nouns 
except  iir  those  instances  where  the  names  are  very  long. 

If  avoidable,  do  not  divide  a word  at  the  end  of  the  first 
line  • 

The  last  word  on  a page  is  not  divided.  Carry  the  entire 
word  to  the  next  page. 

A two-letter  syllable  at  the  end  of  the  word  is  not  sepa- 
rated from  the  rest  of  a word. 

> 

) 

) 

) 

) 
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Examples:  frozen 

happy 
formerly 
badly 
nearly 


NOT:  froz-en 

hap-py 
forme r-ly 
bad-ly 
near-ly 


(but  for-merly) 


8.  A one-letter  syllable  at  the  beginning  of  a word  is  not 
separated  from  the  remainder  of  the  word. 


Examples:  adult 

again 
about 
around 
avoid 


NOT:  a-dult  (but  ad-ult) 

a-gain 
a -bout 
a -round 
a- void 


9. 

10. 

11. 


Hyphenated  words  are  divided  only  at  the  hyphen. 


Example:  one-quarter  NOT: 

Contractions  are  not  divided. 


Examples:  wasn*t 

didnf t 
couldnf t 


one-quar-ter 


NOT:  was-nft 

did-n* t 
could-n*  t 


Divide  between  double  consonants. 


Examples:  pos-sible 

puz-zled 

oc-casion  (or  occa-sion) 
neces-sary  (or  nec-essary) 
dif-fer 
bet-ter 


But  to  divide  a derivative  formed  from  a root  word  ending 
with  a double  consonant,  separate  after  the  double  letter. 

Examples:  tell-ing 

pull-ing 
full-est 

The  division  in  derivatives  which  are  formed  by  doubling 
the  last  consonant  in  the  root  word  is  made  between  the 
double  consonant. 


Examples:  refer-ring  (or  re-ferring) 

admit-ting  (or  ad-mitting) 
omit-ted 
begin-ning 
fit-ting 
run-ning 

The  endings  tion,  cian,  sion,  cion,  and  gion  are  written 
as  syllables  regardless  of  the  word  derivative. 

Examples:  distribu-tion  (or  dis-tribution 

distri-bution) 
physi-cian  (or  phy-sician) 
impres-sion  (or  im-pression) 
suspi-cion 
coer-cion 
reli-gion 

A dangling  vowel  (a  one-letter  syllable  in  the  body  of  the 
word)  always  remains  on  the  first  line. 

Examples:  hesi-tate 

raanu-script 

sepa-rate 

chrono-logical  (or  chronologi-cal ) 
maga-zine 

In  the  case  of  adjectives  that  end  in  "able”  or  "ible," 
however,  the  entire  suffix  is  usually  carried  over. 

Examples:  change-able 

agree -able 
deduct-ible 

/ 

In  a word  containing  two  consecutive  vowels  each  of  which 
is  pronounced  separately,  the  division  should  be  made  be- 
tween the  two  vowels. 

Example:  continu-ation 

It  is  considered  poor  style  to  separate  any  of  the  following 

a.  A qualifying  sign,  such  as  the  dollar  sign  from 
the  figures  to  which  it  belongs. 

b.  Parts  of  an  abbreviation, 

c.  Numbers  of  the  same  grouping, 

d.  Initials,  names,  degrees  or  titles  in  the  same 
grouping. 


CHAPTER  V 


SUGGESTIONS  FOR  IMPROVING 
FUTURE  USE  OF  GENERAL  OFFICE  DUTIES 


For  the  coming  school  year,  the  plan  for  using  this 
text  should  be  changed  so  that  some  of  the  difficulties 
encountered  this  year  will  not  be  repeated,  and  that  some 
of  the  techniques  which  need  further  development  are  in- 
cluded in  the  course. 

The  following,  to  be  specific,  should  be  given  care- 
ful consideration  before  another  year's  work  is  undertaken: 

1.  Even  a casual  survey  of  the  work  of  an  office 
clerk,  particularly  the  typist,  will  show 
that  a great  deal  of  the  work  consists  of 
filling  in  blanks  and  forms.  More  experience 
should  be  provided  in  the  course  for  filling 
in  such  forms  as: 

Income  Tax  Returns 
Payroll  Returns 
Application  Blanks 
Questionnaires 

Standardized  Financial  Statements 

The  selection  of  the  above  forms  for  further  prac- 
tice is  obvious.  They  are  a part  of  almost  every 
business  office. 

2.  There  is  little  doubt  that  some  of  the  material 
in  its  present  form  will  need  revision  or  be 
eliminated  entirely.  Before  any  decision  is 
made,  however,  a survey  of  recent  graduates  who 
have  used  the  text  should  be  made  to  determine 
to  what  extent  they  have  found  it  useful.  This 
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particular  study  showed  conclusively  that  gradu- 
ates are  eager  and  willing  to  cooperate  with 
their  former  teachers  in  the  training  of  better 
students . 

3.  Emphasis  in  the  present  text  is  given  to  prepar- 
ing letters  in  final  form  from  longhand  drafts 
or  form  letters.  While  these  practices  are  com- 
mon, it  is  not  uncommon  that  employees  are  asked, 
after  an  orientation  period  in  an  office,  to 
compose  their  own  letters.  Practice  in  composing 
letters  is  provided  in  the  Correspondence  class, 
but  an  opportunity  should  be  given  to  students 

to  compose  letters  at  the  typewriters  that  can 
be  used  as  soon  as  removed  from  the  machine. 

4.  In  similar  fashion,  employers  frequently  ask 
employees  to  type  a letter,  particularly  a short 
one,  while  he  dictates  it.  Provision  should  be 
made  for  students  to  take  dictation  directly  at 
the  machine  and  to  turn  out  mailable  work  the 
first  time. 

5.  A plan  for  having  business  men  address  the 
classes  should  be  investigated,  and,  if  possible, 
installed.  These  talks  should  evolve  around 
what  the  employer  expects  of  his  employee  as  be- 
ginners, the  work  that  is  done  in  his  office, 
what  he  looks  for  when  considering  an  employee 
for  promotion,  and  so  forth. 

6.  While  production  is  sought  through  the  minimum 
requirement  of  four  assignments  weekly,  often 
such  work  is  done  at  home  and  the  results  are  ob- 
tained after  several  attempts.  Students  must  be 
impressed  with  the  fact  that  work  should  be  ac- 
ceptable the  first  time  it  is  done. 

Some  plan  should  be  developed  whereby  production 
jobs  are  required  at  frequent  intervals.  A sur- 
vey of  several  of  the  most  recent  typewriting 
texts  will  suggest  several  methods  of  testing 
for  production. 
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7.  The  present  course  has  an  atmosphere  of  prati- 
cability  throughout.  Students  feel  that  what 
they  are  doing  will  somehow  be  similar  to  what 
they  will  do  in  the  future  on  the  job.  However, 
one  or  two  well  planned  field  trips  would  con- 
vince them  of  the  realness  of  the  assignments 
and  would  provide  a further  incentive  to  produce 
usable  work  the  first  time. 

8.  More  time  should  be  devoted  to  teaching  the 
students  how  to  look  for  short-cuts  in  their 
work.  At  the  same  time,  they  should  be  given 
practice  in  the  already  known  and  acceptable 
office  short-cuts;  such  as: 

a.  The  "chain-method”  for  addressing 
envelopes. 

b.  Reversing  postcards  without  removing 
from  the  typewriter. 

c.  Writing  a telegram  without  taking 
out  the  work  which  is  already  in  the 
machine . 

d.  Crowding  and  spreading  of  letters. 

e.  Making  corrections  on  carbon  copies 
in  ink  or  by  merely  striking  over. 

f.  "Spot"  location  of  parts  of  a letter. 
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In  addition,  the  texts  that  were  analyzed  in 
Chapters  III  and  IV,  the  names  of  which,  for  obvious 


reasons,  are  not  stated 
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